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PFP Process Overview

The PFP process includes faur main phases:

r Objective Setting
I Mid-Year Accomplishments/Review
: End-of-Year Accomplishments/Evaluation
r Rating Assignment

In addition to these phases, the program also includes other processes fhaf employees may
encounter if they are new to the program, if change PFP pasitions, or if they are involved with
any af the recourse processes associated with PFP:

r Manage Profi le, Beginning of Evaluation Period
r Manage Profi le, End-of-Position
r Rating Recourse

Objective Setting (Process Overview Diagram) (Text-Only Version)

At the beginning of the evaluation period, an evaluator holds an interactive discussion with an
employee about the employee's goals for the year. This meeting ensures that the employee is
aware of the unit and corporate performance indicators-as well as individual performance
objectives (core requirements)-that he or she wil l be evaluated against for the upcoming year.

I Unit and corporate performance indicators are established and measured in the National
Performance Assessment (NPA) system. These indicators are aligned to improve customer
service, generate revenue, manage costs and enhance a performance-based culture.

r Core requirements provide a mechanism for employees to identify their personal
contributions to unit and corporate success. Employees must define specific target outcomes
for each core requirement and document their performance in PES.

I' l id-Year Accomplishments,/Review (Process Overview Diagram) (Text-Only Version)

During this phase, an employee uses PES to record his/her accomplishments through the mid-
year point of the evaluation period. Hislher evaluator reviews these accomplishments and
schedules a one-on-one meeting with the employee to review progress toward targets. The
evaluators records the date of this discussion, along with comments about the employee's
progress, in PES,

End-of-Year Accomplishments/Evaluation (Process Overview Diagram) (Text-Only
Version)

During this phase, an employee uses PES to record his/her accomplishments through the end
of the evaluation period. His/her evaluator reviews these accomplishments and schedules a
one-on-one meeting with the employee to review overall progress toward targets. The
evaluator records the date of this discussion, along with comments about the employee's
progress, in PES.

Rating Assignment (Process Overview Diagram) (Text-Only Version)

An evaluators assigns core requirements ratings to an employee during this phase, (For EAS
employees, these ratings are then combined with NPA scores in order to generate overall
performance ratings.) An employee's overall performance rating is then used to determine his
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or her compensation for the following year.

Manage Profi le, Beginning of Evaluation Period (Process Overview Diagram) (Text-Only
Version)

Employees who are new to the program or who are accessing PES for the first t ime wil l be
guided through the process of setting up their profi le in the system.

Manage Profile, End-of-Position (Process Overview Diagram) (Text-Only Version)

The Manage Profi le module includes features that support employees who have changed PFP
positions orwhose evaluators have changed since the beginning of the evaluation period.
These features enable employees to change their objectives (when necessary) and enable
evaluators to react and provide interim narrative performance reviews or interim numeric
ratings, as appropriate.

Rating Recourse (Process Overview Diagram) (Text-Only Version)

Once ratings have been published, employees wil l have the opportunity to seek recourse if they
feel that the ratings assigned do not clearly reflect their performance. This recourse process
does not occur within PES, rather the employee must submit his or her concerns on paper to
their evaluator. The evaluator and any required higher level reviews must review the
employee's concerns and make a decision,
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Objective Seftrng Proces s Overview, Version 2, October 2005

Legend: @

@

Employee Action

Evaluator Action

sfep t; @@

Employee and evaluator have a one-on-one
meeting to discuss the objectives the
employee should set for the year.

Sfep 2; O

Employee drafts objectives and saves them
in a Word document before accessing the
system.

Sfep 3; O

Employee logs in to PES and accesses the
Objective Setting screen.

Srep 4; O

Employee enters objectives (either
nanatives or core requirements, depending
on pay package) and submits them to his
evaluator for review.

sfep 5.' 
@

Evaluator logs in to PES, reviews the
employee's objectives, and either approves
them or retums them for additional work.

E+nail alerts employee that
ohjectives were retumed for

additional work
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Step 1: O

Employee drafts mid-year accomplishments
and saves them in a Word document before
accessing the system.

Step 2; O

Employee logs in to PES and accesses the
Mid-Year Accomplishments screen.

Sfep3; O

Employee enters mid-year accomplishments
and submits them to his evaluator for review.

Step4: @

Evaluator logs in to PES and reviews the
employee's accomplishments' He retums
them for additional work, if necessary.

E+nail alerts
accomplishn
retumed for t

@ Employee Action

@ Evaluator Action

@ Higher-Level Evaluator Action

E-mail alerls employee that
accomplishments were
retumed for additional wort<

Acamplishments do not
req ui re ad d ition al worl<

Slep 5: @

Evaluator schedules a one-on-one meeting

Step 6; O @

Employee and evaluator meet to review
employee's progress to date.

Slep 8;

Optional step: HigherJevel evaluator can
log in to PES, review the emploYee's
accomplishments, and record comments'

Step 7:

Evaluator logs back in to PES, records final
comments for the employee, and records the
date of the mid-year discussion.

March 2005
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Legend: @ Employee Action

@ EvaluatorAction

Sfep l;

Employee drafts end-of-year
accomplishments and saves them in a Word
document before accessing the system.

Sfep 2 O

Employee logs in to PES and accesses the
End-of-Year Accomplishments screen.

Sfep 3:

Employee enters end-of-year
accomplishments and submits them to his
evaluator for review.

Sfep4; @

Evaluator logs in to PES and reviews the
employee's accomplishmenls. He retums
them for additional work, if necessary.

E-mail alefts employee that
accomplishmenls were

retumed for additional work

Aocomplishments do not
req u i re ad dition al work

Step 5.' @

Evaluator schedules a one-on-one meeting

Sfep6: O @

Employee and evaluator meet to review
employee's progress through end of year.

Sfep 8;

Optional step: HigherJevel evaluator can
log in to PES, review the employee's
accomplishments, and record comments.

S6ep Z

Evaluator logs back in to PES, records final
comments for the employee, and records the
date of the end-of-year discussion.

@ Higher-Level Evaluator Action

End-of-Year Accomplishments/Evaluaiion Process Overuiew, Version 1, March 2005
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Legend: @ Evaluator Action

@ Higher-Level Evaluator Action
Sfep 7: @

Evaluator logs in to PES and accesses the

Step2: @

Evaluator accesses an employee's record'

Sfep 2cr @

Evaluator assigns to
rating to the emPloYee
and provides comments.

Step2b: @

Evaluator excludes
employee from the rating
prooess and provides

@Sfep 2a.' \w

Evaluator enters and
saves a recommended
rating for the employee.

Sfep 3:

Evaluator reviews (and changes, if
necessary) the higherJevel evaluator
designated for each emPloyee.

Step 4: @

Evaluator submits recommended ratings to
higher-level evaluators.

Sfep Z @

Higher-level evaluator logs in to PES and
accesses Rating Process screen.

Sfep 8;

Higher-level evaluator reviews and either
approves or changes each rating that
requires his review.

Rating Assignment Process Overuiew, Version 2, November 2005
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Legend: @ Employee Action

@ Evaluator Action

Stepl: (&

Employee logs in to PES and is
automatically directed to the Manage Profile
screen to review information,

Change
rcquircd

Change
required

Step2: O

Employee reviews permanent position
information and the evaluator associated
with that position.

Employee updates O

and saves information,

Step 3: O

Employee reviews detail assignment
information and the evaluator associated
with that position.

Employee updates O

and saves information.

Step4: O

Emplo)/ee saves entire profile.

Step 5; @

Evaluator receives e-mail notification of
change to employee's profile information
and logs in to PES.

Sfep 6: @

Evaluator reviews employee profile and
either indicates approval or retums
information to employee for additional
changes.

StepT: O

Employee receives e-mail notification of the
evaluator's action.

Manage Proflle Process Overuiew (Beginning Of Evaluation Process) Version 2, October 2005
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I nlaruecE pRoFrLE pRocEss ovERVtEW (END oF PoslrloN PRocEss)
Legend: @ Employee Action

@ Evaluator Action

Siep 7: O

Employee logs in to PES and manually
accesses the Manage Profile screen to
update position information.

Slep f: @

Employee logs in to PES and is
automatically directed to the Manage Profile
screen to update position information.

Step2: O

Employee reviews and edits permanent
position information and the evaluator
associated with that position.

Step3; O

Employee reviews detail assignment
information and the evaluator associated

Employee updates O

and saves information.

Sfep4; O

Employee saves entire profile.

Sfep 5; @

Evaluator receives e-mail notification of
change to employee's profile information
and logs in to PES.

Sfep 6,' @

Evaluator reMews employee profile and
either indicates approval or retums
information to employee for additional
changes.

StepT: O

Employee receives e-mail notification of the
evaluator's action.

Manage Profite Process OveMew (End of Position Process) Vedon 2, October 2005
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Legend Q Employee Action

@ Evaluator Action

@ ruen Higher Level Action

@ PCES Cluster Executive Action

Sfep 1;

Employee disagrees with the Core
Requirement Rating, documents
the concems and rationale and
submits to evaluator.

Siep 2;

The evaluator reviews the
employee's documentation and
rationale.

Theevaluator @
submits
documentation and
rationale to next
higher level evaluator
for approval.

Signature is required
by the lead PCES
cluster executive or
AVP if appllcable.

Step3: @

After the evaluator reviews the
documentation. the evaluator
initiates a discussion with the
employee.

No Agreement
A written response
will be provided to
the employee.

Step 4:

lf no agreement can be reached,
the next higher level reviews and
makes the final determination.

Signature is required
by the lead PCES
cluster executive or
AVP if applicable.

Disapprcve

A written response will be provided
to the employee.

March 2005
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PFP Glossary of Terms

Jump to entries beginning with:
A B C D E F G  H  I J  K L M N O  P Q R S T U V W X Y Z

Composite summary: This numeric score found on the "Report Card
Detail" in NPA. Calculated as follows: (corporate summary score achieved
x the corporate weight) + (unit summary score achieved x unit weight) =
the NPA composite summary. The composite summary is imported into
PES and used to calculate an employee's overall performance rating.

Contributions toward targetsl The progress an employee makes
toward the goals he or she sets during the objective-setting process.
Recorded in PES at the mid- and end-of-year points. Should include
examples and metrics that support how the employee has progressed
toward achieving his or her goals.

Core requirements: A pre-determined number of individual objectives
that are defined jointly by evaluator and employee during the objective-
setting process. Described in terms of distinct performance indicators,
supported by systems and/or data that will track actual performanc'e
achieved, and provide clear target outcomes, Tracked via PES.

Corporate indicator: An objective measure applied throughout the
organization to gauge corporate performance. Determined by area vice
presidents and officers during the "Establish and Deploy" process and
given different weightings based on corporate priorit ies. Tracked via NPA.

Detail assignment: A temporary assignment to a position that is
associated with a different f inance number than that f inance number
associated with the employee's position of record.

Employee identif ication number (EID)! The unique, 8-digit number
printed on an employee's earnings statement.

End-of-position process: Process in PES (associated with change
management) in which employees who move into new PFP positions
record accomplishments for their old positions. Process also enables
evaluators to provide interim narrative performance reviews and interim
numeric ratings, as appropriate.

Evalsator: The manager responsible for providing an employee with
guidance and feedback with regard to the development of objectives,
mid-year performance reviews, and end-of-year performance reviews,

fnterim narrative performance review: A non-numeric review
assigned to an employee who holds a PFP position for 90 to 179 days
during the evaluation period. The review can be considered as part of the
employee's end-of-year evaluation and overall performance rating.

Interim numeric rating: A rating (from 0 to 15) assigned to an
employee who holds a PFP position for 180 to 275 days during the
evaluation period. The review is used as part of the calculation used to
determine the employee's overall performance rating at the end of the
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year.

Line of sight: The extent to which an employee can affect performance
improvement in ceftain levels of the organization depends on the position
that the employee holds. Corporate and unit indicator weighting varies by
the employee's l ine of sight in the organization.

Matrix rank: A 15-point matrix containing pre-determined performance
targets that are assigned numerical values, 1-15. Correlates actual
performance to a value that is used in calculating NPA scores. Each
corporate and unit indicator has specified performance thresholds in its
own matrix ranking, which is published in NPA.

National Performance A,ssessment (NPA)r A national report card
system that measures a unit 's actual corporate and unit performance
against standardized, predefined, weighted indicators.

Objective: Clear action statement describing planned performance.
Described in terms of performance indicators, supported by systems
and/or data that wil l track actual performance achieved, and provide
definite. measurable target outcomes.

Overall performance rating: The numerical rating derived from adding
the weighted composite summary rating to the weighted core
reguirements rating. The overall performance rating is the basis for salary
increase actions.

Pay-for-Performance ratings: The following definit ions are provided to
assist evaluators in evaluating core requirements. They are intended only
as a guide. Evaluators should use these definit ions in conjunction with the
individual performance objectives set at the beginning of the fiscal year
when evaluating their employees.

Non-contributor - Performance relative to the basic expectations of
the position requirements was unsatisfactory, including poor quality
results and failure to meet commitments. Individual lacks vision or
sense of core purpose of the organization.
Contributor - Overall contribution to the business, both functionally
and organizationally, met the expectations of the position
requirements. Individual possesses basic sense of core purpose of the
organization, sets goals, and acts accordingly.
High contributor - Overall contribution to the business*both
functionally and organizationally-met and sometimes exceeded the
expectations of the position requirements. Individual possesses overall
sense of t lre purpose of the organizatlon and evaluates external factors
when appropriate to set goals and determine action plans.
Exceptional contributor - Overall contribution to the business-both
functionally and organizationally-exceeded expectations of the
position requirements, Individual possesses keen sense of the purpose
of the organization and develops creative and effective approaches to
grow the business and increase customer satisfaction.

Performance Evaluation System (PES): A national system used to
record individual core requirements and progress toward achieving those
goals. Also used by evaluators Lo record comments on employee progress
and core requirements ratings for employees.

Performance indicator: Established measurement at the corporate,
unit, or core requirements level. Targets are defined for each level and
are communicated to all employees at the beginning of the year. Tracked
via NPA.

Position of record: An employee's permanent position, as defined by his
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or her Form 50.

Postal PIN: The PIN used for PostalEase.

Target: Pre-established score marking a threshold of performance for an
performance indicator. Target reports for all indicators are published in
NPA.

Target outcome: A planned and defined goal used to measure core
requirements performance. Identif ied during the objective-setting process
and then tracked via accomplishments that employees enter into PES.

Trackable systemr System used to demonstrate achieved performance
against a target outcome. Recorded in PES.

Threshold: The lowest score that must be achieved in order reach a
specific matrix rank.

Unit indicator: An objective measure applied throughout the
organization to gauge a unit 's performance. Support corporate indicator
performance. Determined by senior leadership with input from the
function that is sponsoring the indicator, Defined by the unit in which the
employee works and listed on the NPA website under WebEIS.
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Overview af this Guide

This document provides an overview of the USPS Pay-for-Performance (PFP) Program for EAS
employees. lt describes the purpose of the program and the major phases of the process. This guide
also provides specific information regarding the performance indicators that are used to measure your
performance and the performance of other employees who are in the same pay package.

Guidelines Covering Pay-for-Performance for EAS Employees



Overview of the PFP Program

The PFP program focuses on three key elements:

a . improiing accountability for individual contributions to organizational success
V o providing-ctear expectalions and feedback on progress toward target outcomes, and

. rewardin-g ana recognizing exceptional individual performance for achieving challenging

objectives.

Employees are evaluated on objective performance indicators and individual performance objectives

(core requirements):
. dbjective performance indicators are established at the corporate and unit levels. They are

aligned to improve customer service, generate revenue, manage costs, and enhance a

performance-based culture. These indicators are established at the corporate and unit levels and

are tracked via the National Performance Assessment System (NPA).
o tndividual performance obiectives (core requirements) are established on the individual level

and provide a mechanism for employees to identify their personal contributions to corporate and

unit success. Core requirementsare established at the beginning of the year during an

interactive discussion between an employee and evaluator and are tracked via the Performance

Evaluation SYstem (PES).

(See tfre section of this document that is customized to your pay pagka.ge for a detailed .desciption of

what combination of objective performance indicators and/or individual performance obiectives are used

to evaluate you and others who are in the same pay package')

Noncontributor Contributor

Figure A

Goal onlY motlvales
tho$e closs to the $oal.

* - *

Those far below
goal, havr Incentlv3
to lower the bar for

the future.
+ : r - -

Those far above goal'
have no Incentlve to
contlnue to achieve
hlgh.r pertormance,

Finish Line Performance

Figure B

For both objective Performance
indicators and core requirements, a
performance incentive is associated
with achieving each levelof
performance-contributor, hi g h
contributor, and excePtional
contributor. (Figure A)

In the past, the USPS Performance
evaluation program was based onlY
on the finish line; only one goal and
one incentive existed. Once an
employee met a goal, he or she had
no incentive to achieve higher

performance. Likewise, an
employee far below a goal had no
incentive to continue achieving.
(Figure B)

The PFP program takes the
USPS in a new direction with
regard to performance evaluation.
PFP allows emploYees to
concentrate on achievements
within their control or influence
and based on their line-of-sight in
the organization. (Figure C)

OuiOdines Covering Pay-for-Performance for EAS Employees



Employees know what is expected of them and how
their actions impact the organization. The closer an
employee is to a target, the more motivated he or
she will be to achieve the target. Also, employees
who are far above or below a target have incentive
to continue improving because their efforts are still
recognized. ln this way, the PFP program
encourages higher performance at every level.

[i ne -of.-Si glrt,lVl e a sur*s

Performanc* Achieved = Employee
Gom p*nratiun

Figure C

Guidelines Covering Pay-for-Perfonnance for EAS Employees
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The Perfarm a n ce Eval uati o n Process

This section provides an overview of the process, which is comprised of four main phases:
. Objective Setting
. Mid-YearAccomplishments/Review
o End-of-Year Accomplishments/Evaluation, and
. Rating Assignment.

Objective-Setting

Evaluators: Plan your strategy for the fiscal year.
As a leader of a unit, an evaluator needs to plan what he or she wants the unit to accomplish, deliver,
and/or improve. Evaluators must:

o determine what they hope to achieve by the end of the year
. describe how the unit will contribute to organizational success
. define strategies to achieve those desired outcomes' and
. direct the team where to focus for the fiscal year.

Evaluators and Employees: Focus on the contributions you can make in your line-of-sight or
influence.
The pMG has established a "Delivering Results" star, which outlines the organization's enterprise-wide
goals. Evaluators and employees should evaluate how their individual actions can make a positive

impact on the following areas:

DeveloPlng
PeoPle

r j \
.j 

tt

i . ,
t { .

Pursulng ,/ 
t\ 

.,-Managing
Re$orni 

*tl-- - -' -- -'---.;'Costs

KEEPING
OUR

.,) Focus

t'
j '

Growing
Revenue

The PMG's "Delivering Results" Star

Growing Revenue
o Stable rates
r Customer-driven production innovations
. Click-N-Ship
. Online insurance
. Customer Connect
. Carrier Pick-Up
. Parcel retum services
. Additional innovations

Managing Costs
. $5B in cost reductions
o Fourth straight year of positive TFP
r Reduced debt by $48
. Transformed ad ministrative, network, pu rchasin g

processes

lmproving Service
. Record end-to-end service performance
r Record customer satisfaction
. Unrivaled access to services and information
. My Post Office expansion
r Quick, easy, convenient
. Reply Mailwebsite

Developing People
. Workplace environment improvement
. Record safety performance
. Training and development innovations
. Corporate succession planning
. Performance-based pay systems

Pursuing Reform
. Consensus on need for change
r President's Commission on Postal Service
. CSRS funding reform legislation
r Pending legislation
. Reforming our own processes

.\ :
lmproving
Service

Guidelines Covering Pay-for-Performance for EAS Employees



Evatuators and Employees: Select core requirements.
Through an interactive discussion, the evaluator and employee determine which core requirements will
be usJd to track the employee's performance for the year.* These core requirements should be selected
based on the employee;s lihe-of-sight or influence in the organization. The evaluator and employee
discuss these core requirements in order to clarify expectations and come to a mutual understanding on
what goals the employee should target for the year.

* Remember: The number of core requirements an employee se/ecfs is based on his or her pay
package. The type of core requirements-either narrative core requiremenls the employee drafts or pre'

determined core requirements he or she chooses from a tisf-ts a/so based on his or her pay package.

See fhe secfion of tnis document that is customized to your pay package for a detailed description of
what combination of objective performance indicators and individual pertormance obiectives are used fo

evaluate you and others who are in the same pay package.

Evatuators and Emptoyees: ldentify trackable systems and target outcomes for each core
requirement.
The evaluator and employee should consider the following questions:

o At what performance levelwill the employee achieve his or her core requirements indicators?
o Are his or her targets challenging but achievable?
o Willthe employeJ's performance against these targets achieve a higher corporate success? How

will the employee track his or her results?

These questions are answered when the
employee and evaluator define target
outcomes* and the sYstems the
employee will use to measure how well
he or she meets his or her targets.
(Figure D)

* HQ employees must define targets at
the contributor level, while field
employees must define targets at the
contributor, high contrtbutor, and
exceptional contributor pe rformance
levels.

Figure D

When defining target outcomes at the
contributor leiel, remember that this represents a level of performance based on "plan" taryets, {t
employee's ptans should be set above the performance achieved same period last year (SPLY_). This
level of performance forms the basis upon which to measure achievement of "stretch" targets (high
contribuior)and "breakthrough" targets (exceptional contributor), as illustrated in Figure D.

Evaluators and Employees: Review pre-determined behavioral core requirements, if applicable.
Some EAS pay packages have pre-determined behavioral core requirements that employees are
automaticaliy issigned. lf applicable, evaluators should review these core requirements with employees
and ensure inat tniy are familiar with the behavioral benchmarks stated for each level of performance.

Employees: Submit the agreed-upon core requirements for formal approval through PES.
After the evaluator and employee discuss the information described above, the employee uses PES to

document the core requirements determined, the trackable systems identified,.and the target
performance outcomei set. (Employees without computer access document this information on a paper

iorm, which is available via the PFP:website.) The employee then submits the information to his or her

evaluator for formal approval through PES.

ESTABLISHING PERFORMANCE TARGETS
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Evatuators: Review the employee's objectives and targets through PES.
Ask these questions while you perform your review:

o Are these indicators within the employee's line of sight?
. Are the performance leveltargets achievable?
. Will achieving these targets help move the organization toward higher performance?
. Are the targets challenging? Can they be measured?
. Can results be quantified?

Evatuators: Approve the objectives and targets in PES, or return them to the employee for
additionalwork.
lf the emptoyee has accurately documented the objectives and targets discussed, the evaluator approves
them via PE-S. lf the employee needs to complete additionalwork, the evaluator returns them to the
employee with instructions regarding what revisions are needed'

Mid-Year Accom pl ishments/Review

Employees: Document your accomplishments in PES.
gmbtoyees provide specific examples of achievements toward the core requirements they set at the
Uejinning oi tne year. Employees submit this information to their evaluators via PES. (Employge_s
wit-hout computei access document this information on a paper form, which is available via the PFP
website.)

Evaluators: Review the employee's accomplishments in PES.
An evaluator reviews an employee's accomplishments in PES. At this time, an evaluator also reviews
any objective performance indiiators that the employee is being evaluated against. (This information is
aviilaOte on the employee's mid-year NPA Report Card Detail, which can be obtained from the Postal
Service lntranet (Blue)'in WebElS.) An evaluator should review all of this information prior to holding a
mid-year performance review discussion with the employee.

Evaluators: Conduct a mid-year performance review discussion with the employee.
Evaluators provide feedback concerning the employee's performance, specifically addressing the
employee's objective performance indicltors and/or core requirements. Evaluators then use PES to
enter the date these discussions took place.

Mid-year performance reviews are a critical component of the performance evaluation process and are a
key managerial responsibility. Evaluators are held personally accountable for ensuring that these mid-
yeir perfoimance reviews aie properly conducted and are completed in a timely fashion.
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End-of-Year Accom pl ish ments/Eval uation

Employees: Document your accomplishments in PES.
empnyees provide specific examples of achievements toward the core requirements they set at the
beginning of the year. Employees submit this information to their evaluators via PES. (Employees
without computei access document this information on a paper form, which is available via the PFP
website.)

Evaluators: Review the employee's accomplishments in PES.
An evaluator reviews an employee's accomplishments in PES. At this time, an evaluator also reviews
any objective performance indicators that the employee is being evaluated against. (This information is
aviitable on the employee's end-of-year NPA Report Card Detail, which can be obtained from the Postal
Service Intranet (Blue)-in WebElS.) An evaluator should review all of this information prior to holding an
end-of-year performance review discussion with the employee'

Evaluators: Conduct an end-of-year performance evaluation discussion with the employee'
Evaluators provide feedback concerning the employee's performance, specifically addressing the_
employee's objective performance indicators and/or core requirements. Evaluators then use PES to
enter the date these discussions took place.

End-of-year performance reviews are a critical component of the performance evaluation process and
are a key managerial responsibility. Evaluators are held personally accountable for ensuring that these
end-of-y-ear perfbrmance reviews are properly conducted and are completed in a timely fashion.

Rating Assignment

Evaluators: Enter an end-of-year core requirements rating for the employee.
Evaluators use PES to assign recommended core requirements ratings, based on an employee's
performance (his or her conlribution toward achieving the core requirements set at the beginning of the

ir""r). PES then combines these recommended core requirements ratings with the score an employee
ieceived on his or her objective performance indicators (from NPA), if applicable. The combination of
these ratings-the employee's "overall performance rating"-is then submitted for higher-level
concurrence (when required).

Higher-Level Evaluators: Provide concurrence on overall performance ratings.
Thl next higher-level evaluator accesses PES to review and approve (in cases where required) the
overall performance rating recommended for the employee. Only after this rating is approved by this
higher-level evaluator is the employee advised of his or her overall performance rating.

At this point in the process, higher-level evaluators of HQ employees must also review functional score
information. They must ensure tnat the average of all HQ EAS ratings in the unit does not exceed the
VP's functional siore. Also, they must ensure that the average of all HQ EAS' overall performance
ratings does not exceed the corporate NPA result.
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Pertormance Measures - lnformation Specific ta Yaur Pay Package

General Information

Employees' performance is measured against the following components:

Corporate/unit indicators are identified in the National Performance Assessment (NPA) system. NPA
tracks actual performance against these indicators. NPA is found on the USPS Intranet (Blue) in
WebElS.

Core requirements are developed in an interactive discussion between the evaluator and employee at
the beginning of the fiscal year and are documented in the Performance Evaluation System (PES). This
component provides recognition for an individual's contributions toward raising the organization's

1| performance.
v

These components are weighted as follows:
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Core Requirements (PES)

Employees are rated on the following number/type of core requirements:

Narrative measurable core requirements are:
. ffi€?suf?ble and trackable through an identified data source
. drafted by an employee and his/her evaluator during the objective-setting discussion, and
. entered into PES.

Pre'determined measurable core requirements are:
. rne?sur?ble and trackable through an identified data source
. established at the beginning of the year by HQ and made available to employees/evaluators for

review during the objective-setting process, and
. selected from a drop-down menu in PES according to function and job title. *

* Note: Some specific field EAS job titles have the option to choose "Other" as one of their pre-
determined measurable core requirements (accessed through a drop-down menu in PES). lf "Othef'
is chosen, the employee is prompted to enter a description, targets, and a trackable system into PES.

Both types of measurabte core requirements are defined by performance indicators, trackable
systems used to verify achieved performance, and target outcomes that measure achieved performance:

. Performance indicator: Established measure that is documented at the beginning of the year.

. Trackable system: System used to demonstrate achieved performance against target outcome.

. Target outcome: A defined score to measure achieved performance.

Pre-determ i ned behavioral core req ui rements are :
. developed with pre-determined performance expectations and targets (numerical targets and

trackable systems are not set for behavioral core requirements)
. established at the beginning of the year by HQ and made available to employees/evaluators for

review during the objective-setting process, and
. already populated on the user's screen in PES to show performance expectations and targets.

Pre-determined behavioral core requirements are defined as outlined on the following pages.
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Fietd EAS, PPO Managers/Supervisors, and EEO Field Operations employees are rated on one
behavioral objective as their fourth core requirement:

1. Oral Communication Core Requirement
. Non-Contributor Level: Not applicable.
. Gontributor Level: Generally siates ideas and instructions clearly and concisely. Gives

attention to what others are siying and takes the time to understand points that are being
made. Uses appropriate tone lnd attitude when communicating with others. Provides a
satisfactory managerial example while motivating employees to work towards departmental
goals and bbjectivls. Provides practical direction to employees and communicates the
department's shared vision. Available to help the team accomplishes its goals. Assesses
individual strengths and weaknesses and suggests methods for improvement. Supports the

organizations mandate through support of its goals and values.
. Uiin Contributor Level: Consistently states ideas and instructions clearly and concisely.

Gives attention to what others are saying and takes the time to understand points that are
being made. Works to ensure understanding and asks for or provides clarification when
needed. Uses language, examples, and concepts appropriate to the audience' Makes
decisions and setJpof'rcies on controversial issues and provides innovative direction in
resolving Problems.

. Excepti"onal Gontributor Level: Articulates in a wide range of communication situations with

all levels of the organization. Consistently states ideas and instructions clearly and concisely.
Gives attention to wnat others are saying and takes the time to understand points that are
being made. Works to ensure understanding and asks for or provides clarification when
needed. Uses language, examples, and concepts appropriate to the audience. Provides
exceptional leaOersnip in planning organizing, maintaining, controlling and_maximizing
operations. Extends ihe opportunity for growth and development to all staff'
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EAS postmasters are rated on two pre-determined behavioral core requirements. Employees provide a

narrative at the neginning of the fiscal year in PES describing actions they plan to take to achieve these

objectives.

1. Leadership and Gommunication Core Requirement
. Non-contributor Level: Has difficulty in guiding staff in a positive manner. Inconsistent in

providing a satisfactory managerial eiample whiie motivating employees to ryo1! toward goals

bnd objJctives. Occaiionallyinflexible when managing changing conditions in the

organization.
. Gontributoit-evel: provides a satisfactory managerial example while motivating employees

to work iowaro the post office's goals and objectives. Provides practical direction to

employees and clearly comruni.ates the po-st office's shared vision. Flexible when dealing

with and managing changing conditions in the organization. Consistently available to help the

team to acComirir-n their-goil(s). Assesses individuals'strengths and weaknesses and

suggests methods for imp=rovement. Supports the organization's mandate through support of

its goals and values.
. Higih Coniributor Level: Makes decisions and sets policy on controversial issues and

provides innovative direction in resolving problems'
. ExceptionaiContributor Level: Provides exceptional leadership in planning,, organizing,

maintaininj, controlling and mAximizing operations. Extends the opportunity for growth and

develoPment to all staff.

2. Fiscal Management Core Requirement
. Non-Con-tributo, Level: Inconsistent in using resources efficiently to accomplish

organizational goals. Inconsistent in using orlhifting resources to.meet objectives. Maintains

less than acce[table fiscal responsibility while seeking ways to reduce costs.
. contributor Level: Makes efiective use of available iesources (employee's time and

materiaisjio accomplish organizational goals, Maintains fiscal responsibility while seeking for

way to i"bu." cost. Consis-tently uses and allocates resources to meet objectives.
. High Contributor Level: Often gains greater use of available resources then expected'

. Exceptional contributor Level'J Freqlently and effectively uses limited resources to gain

,"xirum r"rults. Highly innovative and successful in identifying alternative resources to

accomPlish objectives.
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HQ/HQ-Related EAS and ACS Attorneys are rated on one behavioral objective as their fourth core
requirement. This "Core Performanbe Dimensions" is made up of four components. During the objective-
setting process, evaluators and employees may select all or some of these components on which to
evaluate the employee.

Problem Solving
. Contributor: ldentifies/researches problems to generate and evaluate one or more solutions.
. High Contributor: Considers direct and indirect effects in evaluating potential solutions.
. Exceptional Contributor: Seizes the opportunity for making longterm improvement through

solving complex problems.

Planning & Organizing
. Contributor: Uses resources (time, funding, employees, technology) to meet work-related

objectives. Develops sound, realistic plans. Prioritizes work. Coordinates activities with
stakeholders to meet goals and objectives. Monitors and tracks progress on a regular basis.

. High Contributor: Frequently shifts resources to meet or exceed work-related objectives.
Often gets more out of available resources than expected. Incorporates strategies to handle
potential challenges or obstacles in planning. Adjusts plans based on progress. Uses minimal
resources to produce high performance results.

. Exceptional Contributor: Uses and shifts rebources to meet or exceed work related
objectives. ls innovative in obtaining alternate resources or minimizing work. Develops
thorough plans with strategies for handling potential challenges and/or competing priorities.
Coordinates activities with involved individuals or groups considering impact on plan and on
other parties.

Gustomer Focus (lnternal & External)
. Gontributor: Provides accurate and timely internal/external customer service. Meets

customer expectations.
. High Contributor: Consistently meets and sometimes exceeds customer expectations.

Uses feedback to improve service.
. Exceptional Gontributor: Consistently exceeds internal/external customer's expectations by

anticipating needs and proactively making recommendations. Actively seeks feedback for
continuous improvement.

Communication
. Gontributor: Demonstrates oral and written communication on the job. Presents information

logically and in an organized fashion - is clear and concise.
. High Gontributor: Considers audience, communicates effectively orally and in writing.

Facilitates successful, two-way communication, integrating information and adding value.
. Exceptional Gontributor: Interprets and communicates complex information orally and in

writing, targeting message to a diverse audience. Expresses ideas effectively regardless of
group size or organizational level of audience.

1 .

2.

3.

4.
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Gorporate/Unit lndicators (NPA)

Remember: HQ/HQ-Related EAS, Sales EAS, and ACS Attorneys are not rated on corporate/unit
-. indicators. lnformation in this section does nof apply fo fhese groups.
rr- 

Corporate/unit indicators do impact Area EAS, EAS Postmasters, Field EAS, EEO Field Operations, and
PPO Managers/Supervisors. For these employees, corporate/unit indicators are defined by three
components: weighting, target outcomes, and thresholds.

. Each indicator is weighted as a percentage toward the composite summary, based on the
employee's position and line of sight.

. Target outcomes are linked to a numerical rating in a 1S-point matrix. The higher or better the
target, the higher the numerical rating.

o Each target outcome has a threshold. Actual performance must reach the threshold (the lowest
score that can be achieved to reach a specific matrix rank) in order to receive that numeric rating.

Corporate and unit indicators, specific thresholds, targets, and weights applicable to these employees
can be found under NPA on the USPS Intranet (Blue) in WebElS.

Corporate and unit target outcomes are measured in NPA with the overallweight for both corporate and
unit indicators set to tOO% to determine the corporate and unit summaries. Once these summaries are
determined, NPA then multiplies each by the overall corporate and unit weights that have been set for
each of these pay packages.

Corporate and un1 summaries are combined for each of these pay packages. This results in the
employees "composite summary." The composite summary represents a percentage of the overall
performance rating for the employee.
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Overall Performance Rating

Employees receive ratings as follows:
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With regard to the assignment of core requirements ratings, evaluators assign ratings based on the
following matrix:

Gontribution Levels Under the 15-Point Matrix
These ratings are assigned for ACS Attorneys,

Sales EAS, and HQ/HQ-Related EAS.

Gontribution Levels Under the 1S-Point Matrix
These ratings are assigned for Area EAS, EAS Postmasters,

EEO Field and PPO

To determine an employee's overall performance rating, the aggregate results of the evaluation
process-including iore requirements ratings and corporate/unit indicators-are used to determine
numeric rating. The following examples illustrate how this calculation process is carried out.

Guidelines Covering Pay-for-Performance for EAS Employees 1 7



Example (ACS Attorney)
. An ACS Attorney set four core requirements at the beginning of the year.
. He or she is not measured on corporate/unit indicators (NPA).
. At the end of the year, the employee receives a single core requirements rating of 12 (via PES).

Example (Area EAS)
. An Area EAS employee set two core requirements at the beginning of the year.
r He or she is measured on corporate/unit indicators (NPA).
o At the end of the year, the employee receives a composite summary of 8.25 (via NPA).
r At the end of the year, the employee receives two core requirements ratings<ne of a 6 and one

of an 11 (via PES).

Example (EAS Postmasters)
o An EAS Postmaster set two core requirements at the beginning of the year.
. He or she is measured on corporate/unit indicators (NPA).
. At the end of the year, the employee receives a composite summary of 9.05 (via NPA).
. At the end of the year, the employee receives two core requirements ratings-one of an 11 and

one of a 14 (via PES).

Guidelines Covering Pay-for-Performance for EAS Employees 1 8



' a  '

Example (Sales EAS)
o An employee set three core requirements at the beginning of the year.
. He or she is not measured on corporate/unit indicators (NPA).
. At the end of the year, the employee receives a three core requirements ratings-one of 6,

another of 6, and one of 11 (via PES).

Gore Requirements Rating (PES) 6 800h 4.80

6 10% 0.60

11 10% 1.10

Overall Performance Rating

This rating must fall within the VP's functional
average.

ri:,iii,:i!,....::..:::::..:::i;:, ,f,i,iii:ii,,.:,.:;.. i'.i :' ':, .,i,;
!!!: :ii!:!::::;;ili;iiliil::iiii:r, i:,:: :;i" l :;:::'::i :: : "

::i::,:i : :i:., 1111f .;i;',,,,.. .''..,.,',:.,',,'',,,
;ii:' :',.;;,. "' :,:;;,;;':i,:;:::;,,,ii'::,':':.,,,:,,.i
:.::r:,;: i :: i :..:,.111...,: l i  ;.: i ;r i,::: r :, .:.,.: r" ':: I

,i:::,,:,,,,:,,,: .,: , :. ';: :,'1,:, ' ,-:,, "'li:;,:i:i;:I

6.50

Rounded to
nearest whole
number = 7

Example (Fietd EAS, EEO Field Operations, and PPO Managers/Supervisors)

o An employee set four core requirements at the beginning of the year.
. He or she is measured on corporate/unit indicators (NPA).
. At the end of the year, the employee receives a composite summary of 5.65 (via NPA).
o At the end of the year, the employee receives a four core requirements ratings-one of 6, another

of 6, one of 11, and one of 14 (via PES)'

Example (HO/HO-Related EAS)
o An He/HQ-Related EAS employee set four core requirements at the beginning
. He or she is not measured on corporate/unit indicators (NPA).
o At the end of the year, the employee receives a single core requirements rating

of the year.

of 8 (via PES).
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Salary Increases

An EAS employee's overall performance rating is used to determine the level of compensation payable,
based on a 1S-point matrix, as shown below:

Lump Sum Payments
All percentages are paid as salary increases, if there is room within the employee's salary structure.

lf the employee's award amount is limited by his or her salary structure, then the award will be converted
to a lump sum payment.

Resources

Please check the PFP website periodically for the latest policies and information on the Pay-for-
Performance process.

You can access the PFP website in two ways:
. Go to the Blue page and click on Pay-for'Performance.
o You can also go to the Blue page and click on Human Resources. Then click on Pay-for'

Performance.

The site includes general information on the program, as well as information customized to your role as
an employee and/or an evaluator. The site also includes a series of quick-start guides that provide
detailed instructions on the use of PES.

Overall Performance Ratings/Salary Increases Under the 1S-Point Matrix
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Overview af this Guide

This document provides an overyiew of the USPS Pay-for-Performance (PFP) Program for PCES
Executives. lt describes the purpose of the program and the major phases of the process. This guide
also provides specific information regarding the performance indicators that are used to measure your
performance and the performance of other employees who are in the same pay package.
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Averview af the PFP Program

The PFP program focuses on three key elements:
. improving accountability for individual contributions to organizational success
o providing clear expectations and feedback on progress toward target outcomes, and
. rewarding and recognizing exceptional individual performance for achieving challenging

objectives.

Employees are evaluated on objective performance indicators and individual performance objectives

(core requirements):
o dbjective performance indicators are established at the corporate and unit levels. They are

alijned to improve customer seryice, generate revenue, manage costs, and enhance a
pe-rformancelbased culture. These indicators are established at the corporate and unit levels and

are tracked via the National Performance Assessment System (NPA).
. Individual peformance objectives (core requirements) are established on the individual level

and provide a mechanism for employees to identify their personal contributions to corporate and

unit success. Core requirements'are established at the beginning of the year during an

interactive discussion between an employee and evaluator and are tracked via the Performance

Evaluation SYstem (PES).

(See the section of this documentthat is eustomized to your pay,pllka.ge for a detailed description of

what combination of objective peiormance indicators and/or individual pefformance obiectives are used

to evaluate you and others who are in the same pay package')

Noncontributor Gontributor High Exceptional
Contributor Gontributor

Exceptional

Figure A

For both objective Performance
indicators and core requirements, a
performance incentive is associated
with achieving each level of
performance-contributor, hig h
contributor, and excePtional
contributor. (Figure A)

In the past, the USPS Performance
evaluation program was based onlY
on the finish line; onlY one goal and
one incentive existed. Once an
employee met a goal, he or she had
no incentive to achieve higher

performance. Likewise, an
employee far below a goal had no
incentive to continue achieving.
(Figure B)

The PFP program takes the
USPS in a new direction with
regard to performance evaluation.
PFP allows emPloYees to
concentrate on achievements
within their control or influence
and based on their line-of-sight in
the organization. (Figure C)
Employees know what is :

% Goal only mosvatgs
those closa to the gosl'

* - *

Those far below
goal, have lncentlve
to lower the bar for

the future.
+ r - - -

Those far above goal,
have no lncentlve to
contlnue to achleve
hlgher performsnce.

Finish Line Performance

Figure B
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expected of them and how their actions impact the
organization: The closer an employee is to a target,
the more motivated he or she will be to achieve the
target. Also, employees who are far above or below
a tirget have incentive to continue improving
because their efforts are still recognized. ln this
way, the PFP program encourages higher
performance at every level.

Li ne-of-Si ght Meesuras

Ferformance*slriened =
Em,ploye*
Comp*ns:atian

Figure C
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The Performance Eval uation Process

This section provides an overview of the process, which is comprised of four main phases:
. Objective Setting
. Mid-YearAccomplishments/Evaluation
. End-of-YearAccomplishments/Evaluation, and
. Rating Assignment.

Objective-Setting

Evaluators: Plan your strategy for the fiscal year.
As a leader of a unii, an evaluJt6r needs to plan what he or she wants the unit to accomplish, deliver,

and/or improve. Evaluators must:
o determine what they hope to achieve by the end of the year
o describe how the unit will contribute to organizational success
o define strategies to achieve those desired outcomes, and
o direct the team where to focus for the fiscal year.

Evaluators and Employees: Focus on the contributions you can make in your line-of-sight or

influence.
The pMG has established a "Delivering Results" star, which outlines the organization's enterprise-wide
goals. Evaluators and employees sholld evaluate how their individual actions can make a positive

impact on the following areas:

KEEPING
OUR

,J FOCUS \
i \

i  . . " , .  i
: . " \
:  . , - '

i '

Growing lmProvlng
Revenue Service

The PMG's "Delivering Results" Star

Growing Revenue
o Stable rates
r Customer-driven production innovations
r Click-N-Ship
o Online insurance
. Customer Connect
r Canier Pick-Up
. Parcel return services
. Additional innovations

Managlng Costs
. $5B in cost reductions
r Fourth straight year of positive TFP
. Reduced debt by $4B
. Transformed administrative, network, purchasing

processes

lmproving Service
. Record end-to-end service performance
r Record customer satisfaction
. Unrivaled access to services and information
. My Post Office expansion
r Quick, easy, convenient
. Reply Mailwebsite

Developing People
. Workplace environment improvement
. Record safety performance
r Training and development innovations
. Corporate succession planning
. Performance-based pay systems

Pursuing Reform
o Consensus on need for change
. President's Commission on Postal Service
o CSRS funding reform legislation
r Pending legislation
. Reforming our own processes

Developlng
People

Pursuing i
Reform ".,

t\ 
Managing

"- - - -*-* -- -17 
Costs
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Evaluators and Employees: Select core requirements.
Through an interactive discussion, the evaluator and employee determine which core requirements will

be used to track the employee's performance for the year.* These core requirements should be selected

based on the emptoyee;s tiire-ot-signt or influence in the organization. The evaluator and employee

discuss these core requirements iriorder to clarify expectations and come to a mutual understanding on

what goals the employee should target for the year.

* Remember: The number of core requirements an employee se/ecfs is based on his or her pay

package. The type of core requirements-either nanative core requiremenls the employee drafts or pre-

detennined core reqruirements he or she chooses from a fisf-is a/so based on his or her pay package.

See fhe secfion of tiis document that is customized to your pay package for a detailed description of

what combination of objective performance indicators and individual pertormance obiectives are used fo

evaluate you and others who are in the same pay package.

Evaluators and Employees: ldentify trackable systems and target outcomes for each core

requirement.
The evaluator and employee should consider the following questions:

. At what performance level will the employee achieve his or her core requirements indicators?
e Are his or her targets challenging but achievable?
o Wi1 the employeJ's performance against these targets achieve a higher corporate success? How

will the employee track his or her results?

These questions are answered when the
employee and evaluator define target
outcomes* and the sYstems the
employee will use to measure how well
he or she meets his or her targets.
(Figure D)

* HQ employees must define targets at
the contributor level, while field
employees must define targets at the
contributor, high contributor, and
exceptional contributor pertormance
levels.

Figure D

When defining target outcomes at the
contributor leiel, remember that this represents a level of performance based on "plan" t{q99 ry
employee,s plans should be set above ihe performance achieved same period last year (SPLY. ). This

ev6t of performance forms the basis upon which to measure achievement of "stretch" targets (high

contribuior) and "breakthrough" targets (exceptional contributor), as illustrated in Figure D.

Evaluators and Employees: Review pre-determined behavioral core requirements, if applicable.

Some EAS pay packages have pre-determined behavioralcore requirements that employees are

automaticatiy issignei. tt appti6able, evaluators should review these core requirements with employees

and ensure that they are familiar wittr the behavioral benchmarks stated for each level of performance.

Employees: Submit the agreed-upon core requirements for formal approval through PES.

After the evaluator and employee diicuss the information described above, the employee uses PES to

document the core requirements determined, the trackable systems identified,.and the target
performance outcomes set. (Employees without computer access document this information on a paper

iorm, which is available via the P'FPlwebsite.) The employee then submits the information to his or her

evaluator for formal approval through PES.

ESTABL]SHING PERFOFUT'ANCE TARGETS

lotl .. I contributor ' 
c."t ii"t"r' Ei.ttrlurto.
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Evatuators: Review the employee's objectives and targets through PES'

Ask these questions while you perform your review:
o Are these indicators within the employee's line of sight?
o Are the performance leveltargets achievable?
. Will achieving these targets hllp move the organization toward higher performance?

. Are the targets challenging? Can they be measured?
o Can results be quantified?

Evaluators: Approve the objectives and targets in PES, or return them to the employee for

additionalwork.
lf the employee has accurately documented the objectives and targets discussed, the evaluator approves

them via pES. (This-action forwards them on for higher-level review and approval.) lf the employee

needs to complete additionalwork, the evaluator relurns them to the employee with instructions

regarding what revisions are needed.

Higher-Level Evaluators: Review employee objectives and targets through PES'

Next higherlevel evaluators also review emptoyee objectives. They must provide concurrence on them

before they are finalized for the year.

Mid-Year Accom pl ishments/Review

Employees: Document your accomplishments in.PES'
Employees provioe spe"iti" 

"*"rptes 
bt achievements toward the core requirements they set at the

beginning of the year: Emptoyeei submit this information to their evaluators via PES. (Employees

without computer 
""""r, 

do"ument this information on a paper form, which is available via the PFP

website.)

Evaluators: Review the employee's accomplishments in PES.

An evaluator reviews 
"n "rptbyd"', "".orpliihments 

in PES. At this time, an evaluator also reviews

any objective performance indicators tnaithe employee is being evaluated. against. (This information is

available on the employee's mid-year NRn R"port crro Detail, which can be,obtained from the Postal

service lntranet (Bl;;)inW"oels.1 An evaluator should review all of this information prior to holding a

mid-year performance review discussion with the employee.

Evaluators: Gonduct a mid-year performance review discussion with the employee'

Evaluators provide feedback cbnceining the employee's performance, specifically addressinglhe

employee,s ooiective pe*ormance indicitors and/oi core requirements. Evaluators then use PES to

enter the date these discussions took place'

Mid-year performance reviews are a critical component of the performance-evaluation process and are a

key managerial responsibility. Evaluators are held personally accountable.for ensuring that these mid-

yeir perroir"n."iEui"*r ai" properly conducted and are completed in a timely fashion'

Grid"li"et Co*ring Pay-for-Performance for PCES Employees



End-of-Year Accompl ishments/Eval uation

Employees: Document your accomplishments in PES'
emptoyees provide specitic examples of achievements toward the core requirements they set at the

beginning oi tn" y""ii ernployees submit this information to their evaluators via PES. (Employees

without computer access document this information on a paper form, which is available via the PFP

website.)

Evaluators: Review the employee's accomplishments in PES.
An evaluator reviews an erplbyd"'s ac.orplishments in PES. At this time, an evaluator also reviews

any objective performance inoicators that the employe_e is being evaluated against. (This-information is

available on the 
"rplovr.'r 

end-of-year NPA Report Card Detail, which can be obtained from the Postal

service Intranet (3il;j il webEls.) An evaluator should review all of this information prior to holding an

end-of-year performance review discussion with the employee.

Evatuators: Conduct an end-of-year performance evaluation discussion with the employee.

Evaluators provide feedback concerning the employee's performance, specifically addressing-the

-mployee's'objective p"rror*"nce indicltors and/oi core requirements. Evaluators then use PES to

enter the date these discussions took place.

End-of-year performance reviews are a critical component of the performance evaluation process and

-re a x6y 1.nrn"g"ri"t iesponsinility. Evaluators are held personally accountable for ensuring that these

eno-ot-ylar p".iorrance reviews are properly conducted and are completed in a timely fashion.

Rating Assignment

Evaluators: Enter an end-of-year core requirements rating for the employee.

Evaluators use pES to assign recommended-core requirements ratings, based on an employee's

performance (his or her con-tribution toward achieving the core requirements set at the beginning of the

ir""1. pES then combines these recommended core requirements ratings with the score an employee

received on his or n"r oui"ctive performance indicators (from NPA), if applicable. The combination of

these ratings-th. 
"rptoy""'s 

"overall performance rating"-is then submitted for higher-level

concurrence (when required).

Higher-Level Evaluators: Provide concurrence on overall pedormance ratings

ThE next higher-level evaluator accesses PES to review and approve (in cases where required) the

overall perf6rmance rating recommended for the employee. only after-this rating is approved by this

higher-l'evelevaluator is t-he employee advised of his or her overall performance rating.

At this point in the process, higher-level evaluators of HQ employees must also review functional score

information. They must ensur:e tnat the average of all HQ executives' ratings in the unit does not exceed

the Vp,s functional score. Also, they must enJure that the average of all HQ/HQ-Related executives'

overall performance ratings does not exceed the corporate NPA result'
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Pertarmance Measures - Inforrnation Speciflc ta Yaur Pa Paekage

General Information

Executives' performance is measured against the following components:

ffifig=.ilili.i]ililili:.,,i'...iiii,.',1,.;.,,',.'.'i.;.lllr.l'..,,,, ff -lpjsf.giH rqllil#; p iif HF#ll
{

HQ/HQ-Related Executives
(including Sales Executives)

N/A

Area & Field Executives

Corporate/unit indicators are identified in the National Performance Assessment (NPA)system' NPA

tracfts actual performance against these indicators. NPA is found on the USPS Intranet (Blue) in

WebElS.

core requirements are developed in an interactive discussion between the evaluator and executive at

ne uegidning of the fiscal year and are documented in the Performance Evaluation System (PES)' This

"o,npo-n"nt 
provides ,e*gnition for an individual's qontributions toward raising the organization's

performance.

These components are weighted as follows:

Gore Requirements (PES)

Executives must set the following number of core requirements:

HQ/HQ-Related Executives
(including Sales Executives)

4 4 narrative core requirements

Area & Field Executives 2 2 narrative core requirements

Core requirements are developed from the duties and responsibilities of each executive's position. They

ar" Oefi'ieO by performance indicators, trackable systems used to verify achieved performance, and

i;rdi outcome's that measure achieved performance at the contributor performance level'

. performance indicator: Established measure that is documented at the beginning of the year.

. Trackable system: System used to demonstrate achieved performance against target outcome'

o Target outcome: A defined score to measure achieved performance'
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Corporate/Unit Indicators (NPA)

Remember: He/He-Related Execdyes (inctuding Sa/es Executives) are not rated on corporate/unit
indicators. Information in this section does not apply to HQ/HQ-Related Executives (or Sa/es
Executives).

Corporate/unit indicators do impact Area & Field Executives. For these employees, corporate/unit
indicators are defined by three components: weighting, target outcomes, and thresholds.

. Each indicator is weighted as a percentage toward the composite summary, based on the area
office or field executive's position and line of sight.

r Target outcomes are linked to a numerical rating in a 1S-point matrix. The higher or better the
target, the higher the numerical rating'

. Each target dutcome has a threshold. Actual performance must reach the threshold (the lowest
score that can be achieved to reach a specific matrix rank) in order to receive that numeric rating.

Corporate and unit indicators, specific thresholds, targets, and weights applicable to Area & Field
Executives can be found under NPA on the USPS Intranet (Blue) in WebElS.

Corporate and unit target outcomes are measured in NPA with the ovdrallweight for both corporate and

unit indicators set to t6O% to determine the corporate and unit summaries. Once these summaries are

determined, NpA then multiplies each by the overall corporate and unit weights that have been set for
Area & Field Executives.

Corporate and unit summaries are combined for each Area & Field Executive. This results in the
executive's "composite summary." The composite summary represents a percentage of the overall
performance rating for the executive.

Overall Performance Rating

Executives receive ratings as follows:

.i,''...., . ' . ,,i,,,,,,, .'.... ' ...;;. ,, ,; ,,1 . ,. . , i..,l i '1 ,i,.:.,,,, ,.'i.'':l.i...:'l.l.l::::,

..l:.,'...,l::,'.i::iillll,.;,,'.':::l:l:l:i.i::iiii:liiiiili,::iii.i:.ili'::.i'i:i.liiiiiiiiiiii,.i''.,,:...,.'.,,:.l..l:....iiii

Umdris.:ieesiil.''.....,.,...:,,.,,'...,.. '.,',..i..i

HQ/HQ-Related
Executives
(including Sales
Executives)

N/A An executive receives a single numeric rating
(see table below) based on his or her progress
toward achieving the four core requirements set
at the beginning of the Year.

Area & Field Executives An executive's composite
summary is imported into
PES from NPA for this
portion of the process.

An executive receives a single numeric rating
(see table below) based on his or her progress
toward achieving the four core requirements set
at the beginning of the Year.
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With regard to the assignment of core requirements ratings, evaluators assign ratings based on the
following matrix:

Contribution Levels Under the 1S-Point Matrix

To determine an employee's overall performance rating, the aggregate results of the evaluation
p.."..-including core requiremenis ratings and corporate/unit indicators-are used to determine

numeric rating. the following examples illustrate how this calculation process is carried out.

Example (HCUHa-Retated Executives, including Sales Executives)

. An He/HQ-Related Executive set four core requirements at the beginning of the year.
o He or she is not measured on corporate/unit indicators (NPA).
o At the end of the year, the executive receives a single core requirements rating of 9 (via PES).

Example (Area & Field Executives)
o An Area & Field Executive set two core requirements at the beginning of the year.
o He or she is measured on corporate/unit indicators (NPA)'
. At the end of the year, the executive receives a composite summary of 6.95 (via NPA).
. At the end of the year, the executive receives a.single core requirements rating of 7 (via PES).

,|:'.:::: ,::.Sc'ofel,

Gomposite Summary (NPA) 6.95 7jYo 4.86

Gore Requirements Rating (PES) 7 30% 2.10

Overall Performance Rating 6.96

Rounded to
nearest whole
number = 7

3 6 I 12 15

2 5 8 11 14

1 4 7 10 13

12
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Salary Increases

An executive's overall performance rating-along with his or her salary relative to the maximum of his or
her salary range-is used to determine his or her level of compensation, as shown in the following table:

At or above 9Yo
Up to new

salary max.
Up to new

salary max.
Up to new

salary max.
Up to new

salary max.

0.1% to 9.9%
below 0% Up to 3% Up to 4o/o Up to 6% Up to 8%

10.0% to
19.9% below Aolo Up to 3% Up to 6% Up to 8% 1Oo/o

20.Oo/o to
29.9o/o below

0% Up to 5% Up to 8% Up to 10% 12Yo

30.0% or
more below 0o/o UptoT% Up to 10% Up to 12o/o 14o/o
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Lump Sum PaYments

ln addition to a salary increase, an executive receives a lump sum payment based on his or her overall
performance rating. This lump sum payment is paid as a percentage of the executive's salary, as shown

in the following 1S-Point matrix:

Resources
please check the pFp website periodically for the latest policies and information on the Pay-for-

Performance process.

You can access the PFP website in two ways:
o Go to the Blue page and click on Pay-for-Performance'
o you can also go t6 tne Blue page and click on Human Resources. Then click on Pay-for'

Performance.

The site includes general information on the program, as well as information customized to your role as

an employee and6r an evaluator. The site alsolndudes a series of quick-start guides that provide

detailed instructions on the use of PES.
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FY 2006 Pay-for-Performance Program
Administrative Rules for EAS Employees

Purpose of Pay for Performance

What is Pay for Performance (PFP)?

pFp places emphasis on the organization's success through objective, meas.urable
performance indicators. These performance indicators are measurable objectives
aligned at the corporate level, functional unit level, and individual level.

Key elements of the program include:

. Ensuring expectations are clearly stated

. providing periodic feedback on actual performance compared to established
targets

. Alilning objectives at the individual level through the unit and organizational
structures

. Recognizing individual successes that drive unit and organizational performance
upward in a Positive direction

pFp introduces a heightened awareness of performance distinctions, and individuals are
recognized for the contributions they make to increase unit and corporate performance'

pFp enables employees to concentrate on achievements within their control and based
on their line of silntin the organization. Employees learn at the beginning of the
evaluation period where priorities lie, what is expected of them, and how results impact
the organization.

The PFP Program is designed to:

. Provide clear performance expectations

. provide regular feedback on individual and organizational performance

. Link individual contributions to organizational success

. Recognize and reward performance at different levels

. Ensure accountability at all levels of the organization

What is the PFP process?

Employees are evaluated on unit and corporate performance indicators as well as
individual performance objectives (core requirements). The unit and corporate
performance indicators are established and measured in the National Performance
A.ressr"nt (NPA) system. Unit and corporate performance indicators are aligned to
imprOve cuStOmer ServiCe, generate revenue, manage costS and enhance a
performance-based culture.
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lndividual core requirements provide a mechanism for employees to identify their
personal contributions to unit and corporate success. When determining core
requirements, employees must define specific target outcomes.

Unit and corporate performance indicators and individual core requirements are
established and communicated to all employees at the beginning of the evaluation
period. Mid-year performance reviews offer an on-going opportunity for feedback and
iecommendations for continuous improvement and are required elements of the
program. An end-of-year performance evaluation review pulls together contributions to
unifand corporate performance indicators, and individual core requirements. This
performance evaluation serves as the foundation for an annual pay action for most EAS
employees.

Who is eligible for PFP?

Career non-bargaining unit employees, including A-E postmasters are included in PFP.

Employees whb occupy the positions and employee categories identified in Attachment
A are not included in PFP. lneligible non-bargaining unit employees who are detailed to
an eligible position are excluded from PFP. Bargaining-unit employees detailed to
eligible positions are also excluded from PFP.

Who is considered an evaluator?

An evaluator manages or has leadership responsibility over the performance of an
eligible employee. This person is responsible for the direct day-to-day performance
management of employees. An evaluator monitors each employee's performance,
provides appropriate resources, and is responsible for coaching and feedback.

An evaluator is accountable for the performance or nonperformance of the work unit. ln
headquarters and related units, a PCES unit manager may delegate the authority to a
subordinate evaluator to oversee the work performance of employees provided there is a
direct reporting relationship to the employee being evaluated. In these cases, the PCES
unit manager retains the responsibility for proper implementation of PFP.

Admi n istrative Process

How are individual core requirements determined?

Individual core requirements are selected through an interactive discussion between the
employee and the evaluator at the beginning of the evaluation period. The employee is
required to document the individual core requirements and fonrard them to the evaluator
for approval.

Employees detailed, reassigned, promoted, or newly hired to eligible positions must
determine individual cord requirements within 30 days of assuming the position.
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How are behavioral objectives handled?

For many EAS employees who are participants of PFP, core requirements may include

one or more behaviorat objectives that relate to specific job-related behaviors. The

evaluated employee demonstrates these behaviors in the course of performing the

duties and responsibilities of the position. These behavioral objectives were developed

*itn pre-O"termined performance expectations and targets that form the basis upon

which to measure an employee's performance.

Evaluators must not establish arbitrary targets or measurements to replace or support

those that have already been predefined for behavioral objectives'

The behavioral objectives provide an opportunity to emphasize how individual behavior

impacts corporateand unii indicators in certain key areas. By providing.distinctions

between the various levels of behavior, employees will be encouraged to adopt those

behavioraltraits thal h"u" . positive impaci on tne working environment, customer and

.rJfoy"" relationships, and the overall financial integrity of the unit'

How do individual core requirements apply to detail assignments?

Employees detailed to position titles that exist on the current PFP menu or to national

pro6r"'rr for whicfr cor'e requirements have been (or are expected to be) established

muit select individual core iequirements related to the detail assignment.

Employees assigned to details that are not in accordance with the above provisions will

Ue iimiieO to a core requirements rating not to exceed six (6).

What recourse is available during the objective'setting process?

While the intention of the process is to have the employee and evaluator engage in an

interactive dialogue during objective setting, the evaluator has the responsibility to

establish the inoicatoo uio targets. nn employee, who has concerns with the individual

core requirements set during thl interactive discussion with the evaluator, must

document the concerns andrationale on a separate piece of paper. The employee must

then discuss these concerns with the evaluator'

lf the evaluator and employee cannot reach agreement, the employee can request that

the next higher level review the individual core requirements and documented concerns,

and make I Rnat determination. This information is considered by the evaluator when

determi nin g the end-of-year performance rating.

What occurs during the mid-year performance review?

Employees document their contributions toward achieving the targets set in the

inOiviOual core requirements. To prepare for this review, both the evaluator and the

employee should bnt"in the NPA Report Card for the unit, if applicable, as well as

reporti that reference actual performance against targets set in the individual core

requirements. Evaluators review employees' contributions and perform.mid-year
pliiorn1"n.e review discussions during-which employe-es receive feed back concerning

iheir performance. Evaluators should help employees focus on performance and
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strategies to achieve desired outcomes. After evaluators perform mid-year performance
reviews, they document discussion dates.

Are mid-year performance reviews required?

Evaluators are required to perform and document the dates that mid-year performance
reviews were conducted for all eligible employees.

When are interim review ratings required?

On assignment for 90 to 179 daYs:

Employees detailed, reassigned, promoted or newly hired to eligible positions for more
tnan gb consecutive calendar days but less than 180 consecutive calendar days during
the evaluation period must receive an interim narrative performance review of their
performance against established individual core requirements from the evaluator of that
position. The interim narrative performance review must be based on the employee's
overall contributions toward targets and core requirements set during objective-setting.

On assignment for at least 180 daYs:

Employees detailed, reassigned, or promoted to eligible positions for 180 or more
consecutive calendar days during the evaluation period must receive an interim numeric
rating on individual core iequirements from the evaluator of that position. The interim
ratin! for these longer-term details consists of the individual core requirements rating
provided by the eviluator and the end-of-year NPA composite summary, if applicable.
interim ratihgs for details over180 consecutive calendar days are pro-rated based on the
number of consecutive calendar days an employee occupied the eligible position upon
which the interim rating is based.

All interim numeric ratings must be completed by the evaluator within 30 days following
the end of the employee's assignment to the eligible position.

Both interim numeric ratings and interim narrative performance reviews performed on
the employee during the evaluation period must be taken into consideration at the end of
the year. tne emptoyee is responsible for ensuring that his/her work assignment profile
is k5pt up to date foi the entire evaluation year, including the dates of assignments held
for 90 days or more.

Headquarters and Headquarters-Related employees do not receive interim ratings.

Who has the responsibility of completing the interim rating?

The evaluator who manages the employee's day-to-day performance during the
assignment is responsible for completing the interim performance rating'
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Who performs the individual core requirements rating at the end of the evaluation
period?

. The evaluator of an employee who occupied an eligible position, including detail

assignments, for more than 275 consecutive calendar days during the evaluation
period performs the individual core requirements rating'

. The evaluator of the employee's position of record performs the individual core
requirements rating for an employee detailed, reassigned, or promoted to an

eligible position toigO or more consecutive calendar days but less than 276

consecutive calendar days during the evaluation period. The evaluator must also

take into consideration any interim evaluation'

What is included in the overall performance rating?

The overall performance rating includes the end-of-year individual core requirements

rating and the end-of-year NPA composite summary, if applicable. Any interim numeric

ratinls will be combined with end-of-year individual core requirements rating and NPA

comiosite summary, if applicable, to complete the evaluation year.

What happens when an evaluator changes?

When an evaluator changes assignments during the evaluation period, the evaluator is

required to perform one of the following tasks:

. An evaluator who manages or had leadership responsibility of the performance of

an employee for less thin 90 consecutive calendar days during the evaluation
period is not required to perform an interim rating'

. An evaluator who manages or has leadership responsibility over the performance

of an employee for 90 oi more consecutive calendar days but less than 180
consecutive calendar days during the evaluation period must complete a
narrative Performance review.

. An evaluator who manages or has leadership responsibility over the performance

of an employee for 180 or more consecutive calendar days during the-evaluation
period must'complete an interim numeric rating consisting of a rating for each of
the core requirements assigned.

Are end -of-year performa n ce eval uati ons requ i red?

Evaluators are required to perform and document the dates that end-of-year
performance evaluations were conducted for all eligible employees.

When is an overall performance rating not performed?

Under ceftain conditions, it may not be possible to derive an overall performance rating

of an employee,s personal coniributions. lf an evaluator determines that such conditions

apply to an employee, concurrence from the next higher level PCES executive and the
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Area Human Resources Manager (or Corporate Personnelfor Headquarters and
Headquarters-Related Unit employees) must be obtained.

Conditions when an overall performance rating may not be possible include:

. Employees occupying eligible positions for less than 90 consecutive calendar
days during the evaluation period, or

. Employees who are in a paid leave and/or leave without pay (LWOP) status for
the entire evaluation period, except for active Military LWOP.

When can employees be excluded from PFP?

The evaluator may exclude an employee from PFP when documented action is pending

or has been taken for conduct clearly unacceptable to the organization. Such
determinations by the evaluator must be supported by appropriate documentation and
have concurrencb by the next higher level PCES executive and the Area Human
Resources Manager (or Corporate Personnelfor Headquarters and Headquarters-
Related Unit emploYees).

When can evatuators discuss overall performance ratings?

Evaluators can discuss overall performance ratings after they have been notified through
the performance Evaluations System (PES) that all overall performance ratings are
finalized. Following this notification, evaluators may begin discussions with employees
on their overall performance ratings.

What happens during active Military LWOP?

Employees who are on LWOP because of active military service must be treated like
they aie in their current position as if they never left for military duty. An evaluator must
rate an employee for all periods of active military LWOP, regardless of any work
performed during the evaluation period-

. For emptoyees who are on active military LWOP during the entire evaluation
period or in a duty status for less than 90 consecutive calendar days during the
evaluation period, the following occurs:

o A field or area employee receives an individual core requirements
rating of 6 (contributor) and the end-of-year NPA composite summary
of his/her unit to calculate the employee's overall performance rating.

o A headquarters or headquarters-related employee receives an overall
performance rating that equals the organizational target rating given
to the Executive Comrnittee Member of that unit.

Employees who are in a.duty status for 90 or more consecutive calendar days during the
evaiuaiion period receivd a narrative performance review from their evaluator. All
narrative performance reviews conducted during the evaluation period must be taken
into consideration when deriving the employee's individual core requirements rating at
the end of the evaluation period. Employees receive an overall performance rating
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based on their individual core requirements rating and the end-of-year NPA composite
summary, if applicable.

. Under no circumstance, can an employee's individual core requirements rating
and/or overall performance rating be adjusted based on periods of active military
LWOP.

What happens if an employee separates after the evaluation period?

Employees who separate for reasons other than cause or misconduct after the
evalualion period and before the effective date of the pay action must be evaluated.
Nature of Action (NOA) Codes that would not require evaluations include, but are not
limited to, the following: 310: Resignation-Charges Pending; 328: Termination During
Probation (Pre-appointment Condition); 329: Termination During Probation; or 346:
Removal.

Can mitigating factors affect an overall performance rating?

Unusual or unplanned events or conditions beyond the employee's control may be taken
into consideration towards achieving his/her overall performance rating. lf an employee
believes this to be the case, they must submit a request and documentation for
consideration to the evaluator. The evaluator must document an employee's inability to
achieve the targets that impact the overall performance rating and link the actual
performance tothe negative impact of the unusual or unplanned events or conditions.
The evaluator must provide an alternative overall performance rating recommendation.

Such exceptions must be reviewed and concurred by next higher level PCES executive
and the Area Human Resources Manager (or Corporate Personnelfor Headquarters and
Headquarters-Related Unit employees).

ls higher tevet concurrence required for overalt performance ratings?

. Field and Area EAS EmPloyees

Overall pefformance ratings three or more ratings higher or lower than the
employee's NPA composite summary rating must be reviewed and approved by
the PCES cluster executive or Area Vice President, as appropriate.

Core requirements ratings that are five or more higher or lower than the
employee's NPA composite summary rating must be reviewed and approved by
the PCES cluster executive or the Area Vice President, as appropriate.

Exceptional or Non-Contributor overall performance ratings must be reviewed
and approved by the Area Vice President.

. Headquarters and Headquarters'Related EAS Employees

Overall performance ratings three or more ratings higher or lower than the
organizational target rating must be reviewed and approved by the functional unit
officer.
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Exceptional or Non-Contributor overall performance ratings must be reviewed
and approved by the functional unit officer.

What recourse is available for overall performance rating?

An employee, who believes the overall performance rating does not substantively reflect
a fair assessment of his/her contribution to the work unit must document the concerns
and rationale on the compensation rating recourse form and submit it to the evaluator.
The employee then requests a follow-up discussion with the evaluator.

lf no agreement on the overall performance rating is reached during this follow-up
discussion, the employee may request a review by the next higher-level evaluator. The
next higher level evaluator reviews the employee's documented concerns and rationale
and makes a final determination. Normally, these reviews do not extend beyond the unit
PCES manager.

What are the penalties for failure to conduct evaluations?

An evaluator who fails to perform all mid-year performance reviews, end-of-year
performance evaluations, and core requirements ratings for all eligible employees will be
bubject to a reduction of 1 point within the 1S-point matrix to his/her overall performance
rating at the end of the evaluation period. Such reductions must be reviewed and
approved by the Area Vice President (or the functional Vice President for Headquarters
and Headquarters-Related Unit employees).
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Attachment A
Position/Employee Categories Excluded From PFP

General Posi
0935-4003

inistrative Law J
Associate Judicial Officer

USPS Board of Governors

9escgslejhsPkq-
Intern

lProfessional

iProfessional

0301-0237

0301-0242

0301-0245
0301-0246
0301-0247

0343-0022

"0i99*p9l0905-5030
0905-7008^-0301-5258 *

0301-5563

& Toolmark Examiner

iA$ensv"(Ienil"
0905-0038

$eftSee,r-sH{Hes,nns *
iForensic Latent Print Analyst

orensic Latent Print Anal
Technician

& Too lm a rk Exam i n er, " 9t._ _.. . l" ̂ . _.1-9*9*99-9-{ -

i 09054038
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fssociate Supervisor in Training,

2335-0019*'1320:0005--

1712-5021
1712-5022

in Charge (HQ) i 2335'7041

* PST's who were assigned to the PST program prior to October 1,2404
will continue to be eligible for the PFP program.
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o
A.

FY 2006 PAY-FOR-PERFORMANCE (PFP)
EAS PAY RULES

Prepared September 30, 2005

Overall Performance Ratinqs

Eligible EAS employees are measured under a 1S-point performance evaluation system with number and adjective
ratings as follows.

Another way of displaying these numeric and adjective performance ratings is shown below.

Performance Pav Prooram

Since employee performance will be measured under a 1S-point rating system, different pay increases are
established at each of the 1S-point ratings. Below are the pay increases associated with the fifteen (15) performance
ratings.

Note: All percentages are paid as salary increases if room within the salary structure. lf

j:;;:j!:*, 
by the satary structure, batance of amount witt be converted to a tump sum

All PFP pay actions will be calculated automatically based on salary information available from the corporate payroll
system and performance ratings provided under the web-based Performance Evaluation System. Deadlines will be
published at the end of the fiscal year for completing the web-based Performance Evaluation System.

C. Eliqibilitv

1. Career non-bargaining unit employees who are in an EAS position or A-E postmaster position on the last pay day
of the fiscal year (September 30, 2006) are covered by the FY 2006 EAS Pay-for-Performance (PFP) program.

2. Employees who were on the rolls in good standing as of September 30, 2006 and separated before the effective
date of the payment (January 6,2007) will receive the entire PFP payment in the form of a lump sum payment.
Separated employees in good standing include retirements, voluntary separations, estates of deceased

B.

13 .14 .15

(15 )
12.A0Yo

(14)
11 .00%

Page 1 of3



3.

employees, and other separation NOAs except those listed below. Separated employees rated "Non Contributor"
or dNot Rated" or with separation NOA codes 310, 328, 329, or 346, will not be eligible for any PFP payment.

Eligible employees who have separated before the effective date of the payment will have their PFP check sent to
their employing office.

Certain EAS employees are not eligible for participation in the PFP program and willbe bypassed by PFP
processing programs:

Office of Inspector General.
Postal Rate Commission.
Judicial Office employees. However, Judicial Office employees not covered by specific federal salary statutes
will be eligible for PFP.
Postal inspectors and certain forensics employees. However, forensic employees not in the ISLE schedule
will be eligible for PFP.
Contract employees (e.9., contract doctors)
Employees of certain structured development programs including Management lnterns, Professional
Specialist Interns, and Professional Specialist Trainees. However, employees in Career Ladder programs
and Management Progression Program for MDOs will be eligible for PFP. Professional Specialist Trainees
who were assigned to the PST program prior to October 1,2004 will continue to be eligible for the Pay-For-
Performance program.

Eligibility is based on the employee's "position of record" as of September 30, 2006. An employee detailed to a
higher leveleligible EAS position from a lower leveleligible EAS position will only receive the PFP payment based
on tne lower level position. An employee detailed to an eligible EAS position from an ineligible position is not
eligible, even if that person had a Form 50 processed.

Bargaining unit employees detailed to a non-bargaining unit position (e.9., 204b) are not eligible for the PFP
payment.

Calculations and Effective Date

1. EAS PFP payments will be calculated on the employee's basic salary as of September 30, 2006 applied within the
parameters of the salary schedules in effect on January 6,2007 (PP 2-07). On January 6,2007 , the salary
schedules will be updated before the pay actions are calculated in order to provide greater room within the grade
range for salary increases.

2. FY 2006 EAS PFP payments are effective January 6,2007 (PP 2-07) and will appear in the employee's regular
check on January 26,2OOT . Eligible employees who have separated before the effective date of the payment will
have their PFP check sent to their employing office.

3. Full-time employees will have the PFP payment paid in the form of base salary increases if there is room within
the salary grade range to provide a salary increase. Any PFP payments that would put an employee's salary over
the salary maximum will be converted to a lump sum payment.

4. Part-time employees (primarily A-E postmasters) will have the PFP percentage applied to their hourly rate of pay
if there is room within the grade range to provide a base rate increase. Any PFP percentage amount that would
put an employee's base rate above the maximum will be converted to a lump sum payment. Lump sum payments
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5.

for hourly rated employees are calculated by multiplying the September 30, 2006 hourly rate times the balance of
the pFP percentage piyment not already applied to the base rate times the part-time employees' limited tour
hours.

Employees who have had a change in EAS grades during the period after September 30, 2006 and before the
effective date of payment (January 6, 2007), will not have a change in the calculation of their PFP award,
EXCEPT if the nLwgrade maximum is not large enough to accommodate the new salary. In that case, the salary
increase will be reduced to fit within the employee's new grade maximum, and the lump sum will be increased by
the same amount.

Employees who have been reassigned during the period after September 30, 20.06 and before the effective date
of payment (January 6, 2007) from an eligible PFP position to a non-eligible position (e.9., structured
deveiopment or bargaining unit position) will have the full PFP award paid as a lump sum.

Employees who have converted from full-time status to part-time status or vice versa during the fiscal year, or
before-the effective date of the payment, will have the PFP payment calculated on their status as of September
30, 2006. lf the change in full-time or part-time status is accompanied with a change in grade level, rule #D5
above also applies.

EAS employees promoted into PCES executive positions on or before September 30, 2006 will be administered
under the pbfs pay program. EAS employees promoted into PCES executive positions during the periodafter
September 30, 2b06 and before the effective date of payment (January 6,2007), will receive the entire EAS PFP
payment in the form of a lump sum payment'

pFp payments for employees with a "saved-grade" designation will be calculated on the saved grade, not the
grade of the position to which assigned.

10. pFp payments for employees with all other rate retention policies (not saved-grade) are eligible for a lump sum
payment based on the employee's salary.

1 1. Emptoyees newty eligibte to EAS during FY 2006 (e.9., spent time in a bargaining unit position) will have the PFP
payineit proratei toinclude only the number of pay periods in the eligible EAS status. The evaluator should not
reduce a newly eligible employee's rating for working a partial year; the system will automatically prorate the
partial year based on the number of pay periods worked in the EAS position.

12. New hires into EAS positions during FY 2006 will have the PFP payment prorated to include only the number of
pay periods with the Postal Service. The evaluator should not reduce a new hire's rating for working a partial
yeir, tne system will automatically prorate the partial year based on the number of pay periods worked.

13. Full-time EAS employees who were in a Leave Without Pay (LWOP) status for any reason up to 80 hours during
FY 2006 pay periodswill receive a full PFP payment. Employees in a LWOP status for more than 80 hours during
Fy 2006 bay berioOs, except those on Military LWOP (TACS Code 44), willreceive a pro rata reduction of the
award based on the number of non-Military LWOP hours in excess of 80 hours during FY 2006 pay periods.
Except for those on Military LWOP, employees on LWOP for the entire fiscal year are not eligible for a PFP
payment. Part-time EAS employees will have a smaller LWOP threshold levelthan 80 hours based on the ratio of
their scheduled parttime annual hours to 2080.
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7 .

9.



ffi {JllJf?8il5m&ffi
ffi#ffiffi

Pertorma nce Ev al u ation SYs tem

Manage Prolile
Quick-Start Guide for EmPloYees

Includes:
o Manage Profile, Beginning of Evaluation Period

o Manage Profile, End'of-Position Process

Versian 4, Octaher 2AA5



Table af Contents

Part 1 - Review Permanent Position Information' """"""""""""'5
Part 1 - Review Permanent Position lnformation, cont'd' """""""6
Part 1 - Review Permanent Position Information, cont'd' """""""7
Part}- Review DetailAssignment Information """"'8
Part 2- Review Detail Assignment lnformation, cont'd' """"""""9

System-FromptJo Change: Finance No. or Occupation Code"""""' """"""'12
System-Prompted Chanle: Finance No. or Occupation Code, cont'd. ....'.'...'13

System-Prompted Chanle: Finance No. or Occupation Code, cont'd "........'.14
System-prompted Chanle: Finance No. or Occupation Code, cont'd. .'."'.'."15

S'stem-Frorbt"O Chan[e: Finance No. or Occupation Code, cont'd. ...."'....16

System-prompted Chanle: Finance No. or Occupation Code, cont'd. '..."..'.'17

System prombteO Ghanle: Detail End Date Passes.".""."""" """"""""""'18
System-Protirt"O Chanle: Detail End Date Passes, cont'd' """19
system_prombtuo chanle: Evaluator Designated as "lnactive' ......................20

Employee-initiated Charige: Employee Cha-=nges Profile """"""'21
Employee-lnitiated chande: embtoyee changes profile, cont'd......... ............22

Employee-lnitiated Chan6e: Embtoyee Changes Objectives"""":.".""""" """"""""""""23

^ Employee-lnitiated Chanle: Employee Changes Obiectives, cont'd. '."..'.'....24

-

Manage Profile Quick-Staft Guidefor Employees



What lE 'oMana-ge Profile"?

The "Manage profile" module enables users to record their position histories. lt enables evaluators to review and confirm
this information.

-
Jn".Manage profile" module has been modifled to combine the "Manage Profile" and "Change Management" modules of
-past 

years. Now, users will be able to edit all of their position history from one module rather than two different areas of

the system.

The first time you access the FY 2006 module within the Performance Evaluation System (PES),.you-will automatically be

directed to .Manage profile." Before taking any other FY 2006 actions, you must review the profile information the system

has on file for youl add to or edit it as necessary, and confirm that it is correct and complete.

lf your permanent position changes during the course of the evaluation period--or if you take on a detail assignment-you

must return to "Manage Profile" and update your record with that information.

How This Guide Is Organized

This guide is organized into two major sections:
o Managing your profile: This section describes the actions you will be required to take to review and edit (as

n"""r*"{1 your profile infonnation, either at the beginning of the evaluation or at the time you join the PFP
program. Aitembloyees must complete these actions. (Section begins on Page 5.)

o Manage profile, End of position: This section describes the actions you will have to take if you undergo

changes to yourpFP position during the evaluation period. This section only applies to employees who

expeiience one of these position changes. (Section begins on Page 8)

Befare Yau Begin

UVo, should have several pieces of information on hand before you go into the system.

your login information: You must know which logon and password you can use to access the system:
. eRS emptoyees: Log in with your Employee ldentification Number (ElD) and USPS PlN. Your EID is the unique,

g-digit num5er printed on your earnings stitement, and your USPS PIN is the same PIN you use for PostalEase'

r pCES employees: Log in with eitheiyour EID and USPS PIN or your ACE logon and password.

Note: An employee who was promoted to a PCESlevel position after the start of FY 2004 must log into PES using his or

her EID and USPS PlN.

your pay-for-performance (pFp) designation: You must know which of the following categories you fall under:

r ACS Attomey
. Area EAS
. EAS Postmaster (including A-E)
r Field EAS (District and Facility EAS)
r EEO Field Operations
. Field Executive (including PCES Postmasters)
. HQ/HQ-Related EAS
o HQ/HQ-Related Executive (includes Sales Executives)
o Postal Police Officer (PPO) Supervisor
. Sales EAS
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Before You cant'd.

Your Unit or Postmaster level*:
o AMC/AMF
. Area DNO
r Area DPS
. Area Finance
r Area HR
. Area Marketing
. Area MIP
o Area MOS
o Area VP Office
r BMC/BMF

You must know which unit you work in:
r District (including Annapolis DDC)
. EAS A-E Post Office
r EAS 16-11 Post Office
r EAS 20-18 Post Office
r EAS 26-21 Post Office
. HASP
o ISC/ISF
r PCES Post Office
o Plant (including DDCs, except Annapolis)
. PMPC
. REC

Your position type*: You must know your position type:

o PCES (including PCES Postmasters)
o EAS Manager
o EAS Supervisor/Staff
o EAS Postmaster (including A-E)

* He/HQ-Retated Executives and EAS, as well as Sa/es EAS, are not required to provide this information-

Who your evaluator is: You must identify who evaluates your performance in your position(s).

you must provide this information for both your permanent position (as defined by PS Form 50) and any detail assignment
that you currenly hotd (and that is recognized by the PFP program). lf you are on detail, you will also need to provide
your detail finance number and the start and end dates of your detail.

.-.

!4sses
You can access PES in either of two ways:

. type http://performance.usps.gov into your web browser's URL line
-o r -

. click on pay for performance on the main page of Blue, then click on the link for Performance Evaluation
System.

At the logon screen, do the following:
r EAS emptoyees: Log in with your EID and USPS PlN. Your EID is the unique, 8-digit number printed on your

earnings statement, and your USPS PIN is the same PIN you use for PostalEase.
. pCES Lmployees: Log in with either your EID and USPS PIN or your ACE logon and password to access PES.

Note: An employee who was promoted to a PCES-level position after the start of FY 2004 must log into PES using his or
her EID and USPS PlN.
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$tart of Secff on 7: Mlanaging Your Prafile

The following instructions and screens walk employees through the process to update their position histories. This
process inclJdes updates to permanent as well as detail positions. All employees must complete this process, either at

a\ine beginning of the evaluation period or at the point during the year when they begin to participate in the PFP program.

v

After logging in, you will see the fiscal year selection screen.

To access "Manage Profile," click the link for FY 2006.

o lf vou have not vet comoleted the Manaqe Profile process, you will automatically be directed to the "Manage Profile"
S,youmustcomp|etethe..ManageProfi le' 'procesSout| inedintherest

of this section of the guide.

o lf vou have alreadv completed the Manaqe Profile ptgcess, you will be directed to the PES home page. To check or
update your account information, click Manage Profile.

Part I - Review Perffianent Pasition Informatian

Begin the "Manage profile" process by reviewing the permanent position information at the top of the screen.

g#ffiffi&.
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lf the information displayed under the Permanent Positions heading is correcl, skip the rest of this section'
Continue to Part 2, Review Detail Assignment Information, on Page 8 of this guide.
lf the information displayed under the Pelmanent Positions heading is not correct, click EdiUAdd Information.

The fields will open for editing.

1 .

2.
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Part 1 - Review Permanent Pasition Infarmation, cont'd'

rinr* si nirtrrid*dkd,t::.i! *dait'##h; !b* dl[.tsi fF t**tritkiiiiltr*t

3. Make selections from three drop-down boxes.
. performance Pay Program - Select the pay package you are in. (lf you choose either of the HQ pay

program options irom tnis menu, you will not be required to complete the remaining drop-down fields on this
screen.)

o Unit or Postmaster Level
o Position Type

4. lf you must update the evaluator for a position, click Ghange. (Otherwise, skip ahead to Step I on Page 7.)

lf you clicked the Ghange button, the evaluator search pop-up screen will display.

f .l.Iur ll?pqi: l:::----*:-::

sn r.qer;nur'ir1 : [l_--lllll.l
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Fe' lat rd: '

ffiff
rllti:ti P !. F'!ltd:::ir.$!$! $s,f $$It.prLilf!.$tnrjo oi rffF.lk4

At a minimum, enter the first few letters of your evaluator's Last Name. Nanow the search by providing
information in the First Name field, and/or clicking the HQ/HQ Related check box, or making selections from the
Area and District drop-down menus.
Click Search to compiete the request. A list of individuals matching the criteria you submitted displays.
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Part 1 - Review Permanent Positian Informationtsont'd'

w
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7. Click on the name of the individual who is your evaluator. The pop-up window-will disappear, and that evaluator's

name wi1 be populated into the main screen from which permanent position information is edited'

g. When all information on the edit permanent position page is correct, click Save PFP Information'

cbnfidi.FfF iibriffito$ ' FlDctl Ysi 200€
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Part 2 - Review Detafl ,Assfg nment lnformation

Continue the "Manage Profile" process by reviewing the detail assignment information at the bottom of the screen'
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lf the information displayed under the Detail Positions heading is conect, skip the rest of this section. Continue
to Part 3, Save Profile Information, on Page 10 of this guide.
lf the information displayed under the Detail Positions heading is not correct or if it is necessary to add a new
detail position, click EdiUAdd Information. The following screen willdisplay'

1 .

2.
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Part 2 - Review Detafl.Assi nment I nfarmation, cont' d.

3.
4.

lf you are adding a new detail assignment, begin by clicking Add Detail Position.
For the detail thit you are adding (or editing), review and update the following fields:
r Detail Begin Date
o Detail End Date - Enter the date you believe your detail assignment will end. You can always return to

"Manage Profile" at any time to update this information.
. Detail Finance Number
o Detail performance pay program - Select the pay package you are in. (lf you choose either of the HQ pay

program options from this menu, you will not be required to complete the remaining drop-down fields on this

screen.)
e Detail Unit or Postmaster Level
r Detail Position Type
Select an evaluator toi ine detail assignment by clicking Change. (Follow Steps 5 through 7 on Page 6 to

complete this process.)
When all information on tne edit detail assignment page is correct, click Save PFP lnformation'

5.

6.

Comm FFF htofrrtiN . Fit.at Y€nt 2006
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Part 3 - Save Prafile Information

After you have reviewed (and edited, if necessary) your permanent position and detail assignment information, you can

save your profile information.
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1 .
2.

When both Parts 1 and 2 have been completed, click Confirm PFP Information.
lf you made changes to any information on this page-either with regard to a permanent position or a detail

ajsignment-youi changei must be reviewed andlpproved by the appropriate evaluator before you will be
permitted to take any additional actions in the system'
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e Profile, End of PositianSfarf of Secffon Mana

The,,Manage profile" module within pES includes features that support employees who have changed PFP positions or

whose evaluators have changed since the beginning of the evaluation period. These features enable employees to

-;;;g-" ti.t;ir oujectiues (when necessary) and"enable evaluators to react and provide interim narrative performance

Uheviews or interim numeric ratings, as appropriate'

During the year, an employee may or may not encounter such a situation. As a result, the actions outlined in this section

of the guide ur" not r rlquireo pa'rt of the process for every employee. They should only be used as needed and as

described in this guide.

There are several situations in which pES will automatically prompt employees to review their objectives and/or

profiles:
r The system receives indication that an employee's finance number and/or occupation code has changed.

r The system recognizes that the end date of an employee's detail assignment has passed.

o The system recoinizes that the individual identified as an employee's evaluator has been flagged as inactive.

Employees must respond to these automatic prompts before being permitted to access other areas of the system.

There are also situations in which an employee will need to initiate the change process without the presence of a

system PromPt:
o The employee needs to update his profile to either change his designated evaluator or to enter information about

a detailassignment.
o The empbyle needs to submit a request-outside of the situations described above-to change his objectives.

please refer to the pFp program Administrative Rules and specific policy guidance regarding objective changes for

additional information on the policies guiding these processes.
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Change: Finance IVo, ar Accg tion CodeS y s te m: P r a ryp te_d C h a n g e : _F i rya n-c e N o. o r s c _c u P!!WI_ ygg_9__ *--
Changes to employee finance numbers and occupation codes are identified each time PES receives new data from the

^ complement tilanigemenisystem (cMS). lf pES recognizes such a change with your record, you will receive an e-mail

Grompting you to aCcess the system and review the new data that has been received.
v

The following screens illustrate the process that an employee would go through if PES detected that he has one potential

change to his record.
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2.

3.

4.

The top grid on the screen displays your current position. No action is needed here.
The bottom g1d on the screen oesciines the new data that the system has received and the potential change that

has been identified. *

At the right of this bottom grid, use buttons to indicate (either Yes or No) whether this change means that your

NPA Unit has changed. **

Click Submit. ***

r lf you answered No, the process is complete. You can now access other areas of the system.

. lf you answered yes, you will be transferred to a page from which you can manage your profile information'

Continue to Step 5.

* pES may receive indication that your record may haue undergone more than one change. lf that is the case,

you wil sie more than one line of information-aid wilt be proipted with more than one question-in this grid'

** ,f pES recognizes that your occupation code has changed, fhe sysfem witl ask you whether you need to

change your objectives.

*** lf yoLt answer Yes fo one (or more) guesfion(s) on this screen, you witl continue on fo Sfep 5' lf you answer

No to'the question 1or J tne iluestions)'on this screen, you are indicating that.none of the issues identified by

PES will aifect your obiectives. Ihe process is complete for you'
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5.

6.

7.

8.

lf you indicated yes to any question 9n ih? previous page, the system will then prompt you to identify which

permanent position your existing profile information should be associated with'

Click View Objectives to view your existing permanent position objectives in a pop-up window' (You will not

n"u" tnit option if you have only entered objectives for.a detail assignment')
Use a button in tne left cotumn 

"of the grid to indicate which permanent position your existing profile information

should be associated with.
Click Submit.
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l

g. click the EdiuAdd Information button under the top grid on the screen. This will allow you to record information

for the new pFp position (or possibly multiple Pfp ioiitions) you havetaken on. (lf you need specific guidance

on how to complete this pbrtibn of the process, please refer to Part 1 of this guide.)

10. After recoroinj'tnat infonnation, you will return to this screen. Click the green Gonfirm PFP lnformation button.

At this point, you will need to wait for the individual(s) you identified as your new evaluato(s) to review and approve your

reporting selection(s).

when your new evaluator confirms your profile, you will receive.another e-mail from the system prompting you to log in

and enter objectives t yorr new position. nt in'at time, you will also be prompted to enter accomplishments for your

previous position (if applicable).
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After logging in to the system again, you willsee the following screen. (The Enter Accomplishments for old objectives

button onty ippears if you held your previous position for 90 or more days.)

11. Click Enter Objectives to access the screen from which you enter objectives for your new position.

ffiffi
t

12. ln the left column of the grid, use a button to indicate the position you would like to enter objectives for.

13. Then click Greate/Eoit dujectives. This will allow you to enter objectives for your new PFP position. (lf you

need specific guidance onhow to complete this poriion of the process, please refer to the objective-setting

Quick-Start Guide.)

when you have completed objectives for your new position and submitted them to your evaluator, you will do one of the

following:
. lf you were in your previous position for fewer than 90 days, you do not have to enter accomplishments for

your previous positioh. At this iime, you must simply wait for the individual you identified as your new evaluator to

ieview and confirm your new objectives. The remainder of this section does not apply to you.

o tf you were in youiprevious fiosition for 90 or more days, you must enter accomplishments for your previous

position and you will'be returned to the screen from which you do so. Continue to Step 14.

1 5
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14. Click Enter Accomplishments for Old Objectives.

15 .

16 .

ln the left column of the grid, use a button to indicate which previous position you would like to enter

accomplishments for.
Click Enter Accomplishments. This will allow you to record accomplishments for your previous PFP positi.on.

(After these accomplishments are reviewed and commented on by your previous evaluator' they will be available

to you in read-only format.)
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17. Foreach objective you had set for your previous position, you must su.qqlV End'of'Position Accomplishments'

1g. At the bottom of this screen, click submit to Evaiuator/Eiecutive or vP to submit this information to your

Previous evaluator for review.
. lf you held this position for 90 to 179 days, your previous evaluator will provide an interim narrative

performance review of your performance'
. lf you held this position ror t'g0 10275days, your evaluator will provide an interim numeric rating of your

performance.

At this point, vou must wait for the individual who you identified as your new.evaluator to review and confirm your new

-;j"",ii"* V* *ill not be able to access other areas of the system untilthis is complete'

v

Manage Profile Quick-Statt Guide for Employees



you will receive an e-mail from pES when the system recognizes that the end date that you have supplied for a detail

assignment has passed. when you access theiystem, you will be asked whether you need to extend this end date.

svsleg-!ryryEegsrclgI: Petait F 99999-

1. ln the bottom grid on the screen, use buttons to indicate (either Yes or No) whether you need to extend the end

date of your detail assignment.
. lf answered No, click Submit and the process is complete'
. lf you answered Yes, click submit and the screen will refresh.

2. Click the EdiUAdd Information button under the Detail Positions grid'

Manage Profile Quick-Start Guidefor Employees



gvstertr-pr.gmpt?d ch?n lgef€9ge9* gSl{{'-

Update the Detail End Date field.
Click Save PFP Information.

3.
4.

r{rSS'${dlftttrf

99ts* i{ett ftlg

5. click confirm pFp Information to submit this new end date to the evaluator of your detail assignment for review

and apProval.
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lf pES recognizes that your evaluator's proflle has been designated as "inactive" (the result of separation from the USPS,

retirement, etc.), the ,yrt"r will send you an e-mail prompting you to access the system and identify your new evaluator'

An ,'N/A' notation will display where your previous evaluator's name had displayed.

click the EdiuAdd tnformation button associated with the position that this evaluator had been associated with'

Click Ghange to open a pop-up window from which you can choose a new evaluator. (lf yo! need specific

guidance on how to com'ptete ifiis portion of the proiess, please refer to Part 1 of this guide')

After selecting a new evaluator, click Save PFP Information.
you will then be returned to the first screen in this section. Click the green Confirm PFP Information button on

that screen.
The individual you have identified,?s your new evaluator will review and approve your reporting selection' until

that is complete, ycu will not be permitted to access other areas of the system'

3.

4.
5.

6.
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During the course of the year, you are permitted to update your profile information to reflect:

^ r that Your evaluator has changed
- o that vou have taken on a detailassignment.-'-

Begin this process by logging in to PES and accessing the main menu for FY 2006.

2. At the bottom of the screen, click View PFP Information'

1. Click Manage Your Profile.

'
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3. Do one of the following:
. lf you need to upolte the evaluator of your current permanent position, click the EdiUAdd lnformation button

under the first grid on the Page.
. lf you need to enter or edit information regarding a detail assignment, click the EdiUAdd lnformation button

under the second grid on the Page'
4.
5.

This will allow you to ediUadd information as necessary.
After updating 

-anO 
saving your new profile information, you will submit it to your evaluator for review. He or she

must approve these changes before you can take any other actions in the system'
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Situations may arise in which you take on a new PFP position, but in which your position change is not identifted by the

cMS data feed into pES. lf this is the case, you must submit a request to your current evaluator explaining why your

lOjectives shoulcl be changed.
v

Begin this process by logging in to PES and accessing the main menu for FY 2006.

Place your cursor over Objective Setting Process so that the pop-up menu appears'
Click Change Approved Objectives'

84iir;***
s**,1+ *Sr*BPqt* *is*e

,*{i 4{r# s4*,i!ti1$ &l*-**

:

Explain why (in up to 500 characters) you feel that your position change requires a change in objectives.

Click Submit Request.
your information will be sent to your current evaluator for review. You will receive an e-mail documenting his

response:
r lf your evaluator denies the request, you will not be permitted to change your objectives. The process ends.

. lf your evaluator approves the request, you will be prompted to access the system and update your

objectives. Continue to the next step.

1 .
2.

3 .
4.
5.
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6. The next time you log in to the system, you will automatically be directed to this screen. From here, you must

both enter new objejtives and enter aciomplishments for your previous objectives (if you held that position for 90

or more days).
T . Click Entei Objectives. (For details on how to complete this process, see Steps 11 through 13 in the "System-

Prompted Change: Finance Number or Occupation Code' section above.)
8. When that process is complete, you will return to this screen.
g. lf you held your previous position for 90 or more days, you will see the Enter Accomplishments for Old

OUjectives button. Click this button. (For details on how to complete this process, Steps 14 through 18 in the
"system-Prompted Change: Finance Number or Occupation Code" section above.)

For Additional lnfarmatian

The most up-to-date version of PES help - including any updates to this quick-start guide - is available on the
pay-for-Performance (PFP) website: http://blue.usps.qov/hrisp/ser/pfp/welcome'htm

General information regarding the Pay-for-Performance program is also available on the PFP website'

Direct specific questions regarding PES and the PFP program to your PFP coordinator.
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What Is "Man Prafile"?

this information.
-
UEvaluators use the "Manage profile" module to review and approve changes to an employee's profile. This might either

be changes at the beginn'rig or during of the evaluation period. lf an employee changes hjs or her evaluator during the

evaluati|n period, thJo6 evaluator may have to perform and end-of-position evaluation of the employee' Please see

Section 2 for more information.

How This Guide ls O anized

This guide is organized into two major sections:
.- Reviewing Basic profile Information: This section describes the actions you must take to review and approve

employeeJ' bas'rc profile information. For FY2006, you will only be required to review and approve profile

information for existing employees who indicate a ihange in their information as they begin the.FY 2006 process.

As new emptoyees be-comb 
"liglote 

for the program later in the evaluation period, you will then be required to

complete this process for them, as well. (section begins on Page 4)
. Reviewing End-of-position Information: This section describes the actions you must take when one of the

employees you evaluate the performance of undergoes a PFP position change during the evaluation period. You

will only be prompted to take these actions if one oi these situations occurs. (Section begins on Page 5)

Before You Begin
you should have several pieces of information on hand before you go into the system.

lyort loqin information: you must know which logon and password you can use to access the system:
It 

--. 
Lia ;ftoy"ur, Log in with your Emptoyle ldentification Number (ElD) and USPS PlN. Your EID is the unique' 8-

digit number printed on your earnings stalement, and your USPS PIN is the same PIN you use for PostalEase'

. pCeS employees: Log ln with either your EID and USPS PIN or your ACE logon and password'

Note: An emptoyee who was promoted to a PCES-level position after the start of FY 2004 must log into PES using his or

her EID and USPS PlN.

Access fhe System

You can access PES in either of two ways:
. type http://performance.usps.gov into your web browser's URL line

-o r -
r click on pay for performance on the main page of Blue, then click on the link for Performance Evaluation

System.

At the logon screen, do the following:
. EAS employees: Log in wiiliyour EID and USPS PlN. Your EID is the unique, 8-digit number printed on your

eamings-staiement, and your USPS PIN is the same PIN you use for PostalEase'
. pcESlmployees: Log in with either your EID and USPS PIN or your ACE logon and password to access PES.

Note: An employee who was promoted to a PCESJevel position after the start of FY 2004 must log into PES using his or

her EID and USPS PlN.

The,,Manage profile" module is where users record their position histories. lt enables evaluators to review and confirm
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$farf of Secff an 7: Reviewing Basic Profile Inforryglg2

When an employee uses "Manage profile" to identify you as his or her evaluator, you will receive an email indicating that
you have a pES reporting select-ion awaiting your aition. _That emailwill prompt you to log in to the system, and you will

jutomatically be directed to the "Confirm Subordinate PFP Notice'screen.

-R"r"rber: you will be prompted to review reporting selections from both the employees w_tt9 s.elgcty.ou as the

evaluator of their permanent positions and the employees who select you as the evaluator of their detail assignments.

you do not need to address all pending requests during one session; you can log in at a later time to continue the review
process. Note, though, that you are nJt aUie to accesJother areas of PES until you address all reporting selections that

are awaiting Your action.

Review each request. Do one of the following:
. lf you approve the request as submitted, click the Accept button.
. lf you nbbo to make a change to the request before approving it, click the EdiUAdd Information button. This will

allbw you to edit the information before approving the employee's request.
. tr yo, Lr" not the 

"rftoy""'r 
evaluator drio neeo to return the request to the employee, click the Return button'

lf you indicate Return, ybu must complete the comments field for that request and provide an explanation of why

you are returning the employee's selection.
Aftei making your se-leftions, clitr submit. (Allemployees whose requests you completed will receive email notices

of what action you have taken. lndividuals whose requests are returned will be prompted to re-enter PES and update

the "Select your Evaluator" portion of "Manage Profile" based on your reason for returning the request')

2.
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pES includes features that support employees who have changed PFP positions. or whose evaluators have changed

since the neginnin! oi tne euatuation pLri6o. These features eiable employees to change their objectives (when

-;;;;;"rvl-""r0 rr;ble evaluators to reaa and provide interim narrative performance reviews or interim numeric ratings,

Vas approPriate.

During the year, an employee may or may not encounter such a situation. As a result, the actions outlined in this

document 
"r" 

noi."i".irirLo part-ot the jrocess for every employee. They should only be used as needed and as

described in this guide.

There are severalsituations in which pES will automatically prompt employees to take action, and to which evaluators

willneed to resPond:
r The system receives indication that an employee's finance number and/or occupation code has changed' The

emptoyee indicates that the change signifies that he has changed PFP positions'

o The system recognizes that the eno oite of an employee's detail assignment has passed. The employee

indicales that that date should be extended'
r The system recognizes that the individual identified as an employee's evaluator has been flagged as inactive'

The employee identifies a new evaluator'

There are also situations in which an employee may initiate the change process without the presence of a system

prompt. Evaluators will also need to respond tothese situations:
o The employee updates his profile to either change his designated evaluator or to enter information about a detail

assignment.
r The employee submits a request-outside of the situations described in the previous paragraph-to change his

objectives.

please refer to the pFp program Administrative Rules and specific policy guidance regarding objective changes for

additional information on the policies guiding these processes'
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tem-Prom pted Action s : Averview

Changes to employee finance numbers and occupation codes are identified each time PES receives new data from the

Compiement tvtbnagement System (CMS). lf an employee confirms that such a change signifies a change in their PFP

lposition, the following evaluator actions are required:

U o The individuilthat the employee identihes as his new evaluator must confirm that reporting selection. He or she

must also review and approve the employee's new objectives'
o The employee's previous evaluator must review and provide comments on the employee's accomplishments for

that position, if the employee held that position for 90 or more days- (This comment process is optional for

evaluators oi nO and i-lQ-related employees. See note on page 3 for additional detail.)

System-prompted actions that you may be required to take are outlined in the following sections.

Eystem-Prampted lctions: Actions lor New .Fvaluatafs
lf an employee identifies you as his new evaluator, you will receive an e-mailfrom PES prompting you to access the

system. Log into PES.

1. you are automatically directed to the screen listing the reporting selection that is awaiting your review. Review

the information the employee has submifted.
2. lf the employee does not report to you, click the Return button and provide comments. Then click submit'

This will return the information to thb employee for revision and re-submission. This completes the process.

3. lf the employee does report to you, do one of the following:
o lf allthe information he has submitted is correct, click the AccepUGonfirm button, then click Submit.

. lf any of the information is incorrect, click the button to the left of the employee's name and click EdiUAdd

Information. After you update the incorrect information, you will be returned to this screen. Click the

AccepUGonfirm button, then click Submit.

After you confirm this information, the employee will receive another e-mailfrom the system prompting him to log in and

enter'onjectives for nis new posittn. flhe employee will also be prompted to enter accomplishments for his previous

positionit he was in that position for 9b or moie days. His previous evaluator will be contacted about that information.)

you will receive an e-mailfrom pES when the employee has entered his new objectives' Log in again and access the

current fiscal year.
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Place your cursor over Objective Setting Process so that the pop-up menu appears'
Click Approve or Return Gore Requirements.

6. Depending on the pay package of the employee whose information you are reviewing, click either Approve

Executive Objectives or Approve EAS Objectives'

4 .
5.
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7.
8.

click Approve Gore Requirements next to the employee for whom you must review new information'

Review the objectives the employee has provided for his new position. (lf you need specific guidance on how to

complete this portion of the process, please refer to Evaluators: Review and Aoprove obiectives Quick-start

Guide.)
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lf you evaluated the performance of an employee-who has changed PFP positions, that employee will submit

accomplishments for his previous position'iolou for review.* Ydu will need to review those accomplishments and provide

j" itt"iim narrative performance review or an interim numeric rating, as follows:

t" 
"; 

;il;;ees wno held a position for 90 to 179 days are given interim narrative performance reviews' **

o Employees who held a position for 180 to275 days are given interim numeric ratings' **

* If you managed an employee for fewer than g0 days, his objectives are simply. inactivated within the sysfem' You are

not required to provide an nterim nroiti* p"rformance review or give an inteim numeic rating for such an employee'

** lf you manage an He or He+elated emproyee fo.r g0 to 275 days and he then moves then moves into another PFP

position, you can provide an overall 
"oiiini 

on his performance in that position rh,s is an optionalfield that you can

complete ana tnal cin ie viewed by thre employee's'new.evaluator. You do not, though, assign inteim narrative

pertormance reviews and/or interim numeric ratings to HQ or HQ-related employees'

lf you must review end-of-position accomptishments for an-employee, you will.receive an e-mail from PES prompting you

to access the system. I-og in and access the main menu for the current fiscal year'

place your cursor over Accomplishments/End-of-Position Process so that the pop-up menu appears'

click EnterlView Evaluations for Employee End-of'Positions.

Hffiffiffi.

3. Depending on the pay package of the employee whose information you are reviewing, click either Perform

Executive Evaluaiions or Perform EAS Evaluations'

1 .
2.
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4. Click the Enter Evaluation button next to the employee for whom you must provide an evaluation'

S. Enter End-of-Position Evaluator Gomments for each of the employee's objectives'

6. The screen will allow you to do one of the following:
. lf you have managed the employee for 90 to 179 days, you will be prompted to enter an interim narrative

Performance review for him' *

r lf you have managed the employee for 180 to 275 days, you will be prompted to provide an interim numeric

rating of his Performance, 
*

7. when alitne required fields are complete, click save Gompleted on-Line Review at the bottom of the page.

U * See nofe on previous page about HQ and HQ-related employees.
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An employee receives an e-mail from pES when the system recognizes that the end date that he has supplied for a detail

_ assiqnment has passed. lf the employee inoicates thai tnat end dlte should be extended, you as the evaluator of that

IrpLyee's detail assignment will be prompted to confirm that change'
v

Begin this process by logging in to PES and accessing the main menu for FY 2006'

1. you will automatically be directed to a screen summarizing the employee's.request.

2. lf the emptoyr"'i o"t"it has in fact ended and you are !o ling"r hii evaluator, click the Return button and provide

Gomments. Then click submit. Th[ witt return the informaiion to the employee and provide him with your

comments. This completes the process'
3. lf the employee is still on a detail assignment under your supervision, do one of the following:

r lf all the information he has submi-tted is correct,-click the AccepUGonfirm button, then click Submit'

Continue to SteP 4'
r lf any of the information is incorrect, click the button to the left of the employee's name and click EdiUAdd

Information. Art"r you update the inconect information, you will be returned to this screen' Click the

AccepuGonfirm button, ihen click submit. continue to step 4.

The employee will receive notification of your action'

tem-Prampted

lf pES recognizes that an evaluator's profile has been designated as "inactive" (the result of separation from the USPS'

retirement, etc.), the system will send arr empioyees wno nio. designated that individual as their evaluator an e-mail

prompting them to aciess the system and identify a new evaluator.

lf you are selected as an employee's new evaluator, you will be prompted to access the system and confirm any new

re-porting selections awaiting your review'

Log in to pES and access the current fiscal year. Then, proceed by following Steps 1 through 3 in the "System-Prompted

Aclions: Actions for New Evaluators" section of this guide'
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Em pl oyee-l n iti ated Actr o n s : Ou:er??w.

There are also situations in which an employee may initiate the change process without the presence of a system

oromot. Evaluators will also need to respond to these situations:

d 
- 

.' fn" 
"rfny"" 

updates his profile to either change his designated evaluator or to enter information about a detail

V assignment.
r The employee submits a request-outside of the situations described in the previous sections of this guide-to

change his objectives.

Employee-initiated actions that you may be required to take are outlined in the following sections.

Employee-lnitiated ActiOns: Empla.yee Changes Profile

During the course of the year, employees are permitted to update their profile information to reflect:
o that their evaluators have changed
. that they have taken on detail assignments.

lf an employee takes either of these actions and indicates that you are either the new evaluator of his permanent position

or the evaluator of his detail assignment, you will be prompted io access the system and confirm any new reporting

selections awaiting Your review

Log in to pES and access the current fiscat year. Then, proceed by following Steps 1 through 3 in the "system-Prompted

Aclions: Actions for New Evaluators' section of this guide'

Manage Profile Quick-Statt Guide for Evaluators 1 2
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Situations may arise in which an employee takes on a new PFP position, but.in which this position change is not identified

by the CMS dita feed into pES. lf this is the case, the employee must submit a request to his current evaluator asking

lhat he be allowed to edit his cunent objectives.
v

lf an employee makes this request, you will receive an e-mailfrom PES prompting you to access the system and review

the reasoning the employee has provided.

Begin this process by logging in to PES and accessing the main menu for FY 2006.

Lfi&$ffiffi*r*?{s$ut
i seqs*,**a{*?**;
il.isiFa'&si#*s

I $'#,m..rg*rr-t*'t* srw r n 
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You will automatically be directed to this page.
Click Approve/Deny Objective Change Requests.

'  ' ' . r - ' r " i : i : . " "  l

trft1
@i$iiFlt*tSitit''ie$E!dt1"rs.A $rySe|{j.ffi Bi,6,id

rst9g I

Review the Reason for Change Objective Request information the employee has.submitted.

itin" ruqu"st should be denied, click Deny and provide Gomments. Then click Submit. This willretum the

information to the employee and he will not oe permitted to edit his objectives. This completes the process.

iitn" r"qr".t should 6e lpproveo, click Approve. Then click submit. This will send an e-mailto the employee

prompting them to enter new objectives. continue to the next step.

1 .
2.

3.
4.

5.
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Emplo e-lnitiated Actians: EmPlo s Objectives, cant'd,

you willreceive an e-mailfrom pES when the employee has entered new objectives and submitted them to you for

approval. Log in again and access the current fiscal year'

6 .
7.

Place your cursor over objective setting Process so that the pop-up menu appears'

Click Approve or Return Gore Requirements'

g. Depending on the pay package of the employee whose information you are reviewing, click either Approve

Executive Objectives or Approve EAS Objectives'

Manage Profile Quick'Start Guide for Evaluators
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you must act on two* pending requests from the employee. Both requests can be accessed from this screen:

,!l"o"Eo "t 
"Accomplishments/eno-ot-Po:']i:l-su!flqT.,"13'l9flt^"."*-Ill:

#il;:;;ft;y*'; 
""*rpiirnrents 

for his previous position. click Review Accomplishments to
- r  A  - a ! ^ - - .  A  ^ l : ^ ^ -  C ^ .  n l . l  E . r a l r  r a * n r c r t

conduct this review. t-su" st"pr 5 through 7 of "system-Prompted Actions: Actions for old Evaluators"

above.)
o one request will be labeled as 'Core Requirements Submitting - Pending Approval.' .These.are the

emproyee,s new core requiremenG. cri.t Approve core Re{'uirementi to conduct this review. (see steps

7 and g ot;System-prompted Actions: Actions for New Evaluators'above.)

* you willnof see the Review Accomplishments action pending for emptoyees who hetd a positiol for fewer than 90

days. That position information is auiomatically archived' and does not require review or comment from you'

For Add itional I nformation

. The most up-to-date version of pES help - including any.updates to this quick-start guide - is available on the

pay-for-pe*orr"n"" lFFp) website; htip://blue.usoi.qov/hrisp/ser/pfp/welcome.htm

r General information regarding the pay-for-Performance program is also available on the PFP website'

. Direct specific questions regarding PES and the PFP program to your PFP coordinator'

Manage Profile Quick-Statt Guide for Evaluators
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Overview of the Obiectfve-Sefftgg Iryeggg

The objective-setting process begins when your evaluator holds an interactive discussion with you to determine your

-eo?ls for the upcoming year. During this diicussion, you and your evaluator review the core requirements that you should

lelect 
or the narrative objectives that you should write'

After this discussion, you enter these objectives into the Performance Evaluation system (PEs) and submit them to your

evaluator for review. your evaluator then reviews this information, confirms that it is in accordance with what you

discussed during the meeting, and approves/disapproves the objectives as appropriate'

lmportant note: The number and type of objectives that you must set is determined by your pay package' This guide

includes separate sections that addiess ine direrent type bf information that you may be required to enter, as determined

by your PaY Package.

Before you can begin the objective-setting process, you must:
. complete the Manage profile process in PES (See the PFP website for guidance on this process'), and

r have an interactive discussion w1h your evaluator, during which you determine objectives and targets for the

year.

You can access PES in either of two ways:
. type http://performance.usps.gov into your web browser's URL line

-o r -
o click on pay for performance on the main page of Blue, then click on the link for Performance Evaluation

SYstem.

At the logon screen, do the following:
r EAS employees: Log in with-your EID and usPs PlN. Your EID is the unique, 8-digit number printed on your

earnings'staiement, a-nd yorr USpS PIN is the same PIN you use for PostalEase'

o pGES employees: Log in with either your EID and USPS PIN or your ACE logon and password to access PES'

Note: An employee who was promoted to a pcES-level position after the start of FY 2004 must log into PES using his or

her EID and USPS PlN.

Onlective-Setting Process Quick-Sfarf Guide for Employees
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After logging in, you will see the fiscal year selection screen.

1. To access the Fy 2006 Objective-Setting screen, click FY 2006. The main screen for FY 2006 will display.

Z. Mouse over Objective-Setting Process. In the pop-up menu that appears, click Enter, Edit, or Delete

Objectives and Submit Objeitives. Your FY 2006 objective-setting screen will display.
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Sales FAS, and EEA Field

lf you are a Field EAS, PPO Manager/Supervisor, Sales EAS, or EEO Field Operations employee, you will select from a

lisi of pre-determined core requirerients.' (Note: The following screens are for a Field EAS employee' lf you are in a

biferent pay package, you will see slight differences in how this screen appears.)

1. Begin by clicking the Select core Requirements button near the top of the page. You will be transferred to a

screen from which you 
""n 

choose the core requirements that you and your evaluator have identified'

2. Choose a Facility/Function in the first drop-down menu. (You must make a selection here before making other

selections on the screen.)
3. Choose a position in the second drop-down menu. (You must choose a Position before choosing Gore

4.

5.

Requirements.)
Gore Requirements will display in the left window at the bottom of the screen. Highlight a core requirement, and

click Add to Selected Core'Requirements. This will move the requirement to the right box. (Some positions will

be able to choose a core requirement of 'Other." lf you choose "Other," you will be prompted to enter the

description that you and your evaluator have determined')
Att"r yo, have s'electeo ilt core requirements that are required, click Save Selected core Requirements.
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Enter Obiectives
For Fietd geS,'ppO *lanagers/S upe*is

^ The left column of the main core requirements screen wilt display the core requirements you selected on the previous

-creen.
-

For each core requirement, enter targets at the Gontributor, High Gontributor, and Exceptional contributor

levels.
lf at any point prior to entering all this information you would like to leave the screen, click save and Finish Later'

when you have selecteJail tf,e core requirementi and entered allthe targets you are required to, click save'

Cti"1ini this button will display another button-Submit to Evaluator.

click submit to Evaluaioito'Sau" the information you have entered and have the system forward it to your

evaluator for review 
"n- "pprou"l. 

(tmportant note: After you click this button, your objectives will no longer be

available for your editing- 
'you 

will only be permitted to edit your objectives further if your evaluator disapproves

them and retums them to you for additionalwork')

o .

7.
8.

9.
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Enter Ohiectives
FoTACS Aftorneys,.Area & Fietd Executives, Area EAS, HffiQ'Related EAS, and HAHQ'Related Executives

lf you are an ACS Attorney, Area or Field Executive, Area EAS, HQ/HQ-Related EAS, or HQ/HQ-Related Executive, you

d;iii;il;;;;;ii"" objectives that you have discussed with your evaluator. (Note: The following screens are for an

VHe/Ho-Related its: lf t", are in a different pay package, you will see slight differences in how this screen appears')

Enter a description of the objective in the Individual objective field.
Enter the Trackable system that will be used to monitol progress toward achieving the objective.

Enter target performan-ce levels/outcomes at the levels specified'
when all these neros i-iave oeen completed, click Add objective. The screen will refresh and show the objective

in read-only format.
Enter another Individual objective (along with its associated rrackable system and targets performance

levels/outcomes).
Click Add Obiective.
Repeat StepJ5 and 6 for all nanative objectives you must enter.

r lf at any point you must change an individual objective and any information you have entered for it, click

the Edit button associated with that obiective'
o lf at any poiniyou must delete an indivjdual objective and any information you have entered for it, click

the Deieie button associated with that objective'
o lf at any point prior to entering all this information you would like to leave the screen, click Save and

Finish Later.
After you have entered all the objectives you are required to, the screen will display a Submit to Evaluator

button.
click submit to Evaluator to save the information you have entered and have the system forward it to your

evaluator for review 
"no "pptou"l. 

(lmportant note: After you click this button, your objectives will no longer be

available for your ediiing- 
'you 

will only be permitted to edit your objectives further if your evaluator disapproves

them and returns them to you for additional work')

1 .
2.
3.
4.

5.

6.
7.

8.

9.
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Enter Objectives
For EAS Pastmasters (lncluding A'E)

lf you are an EAS postmaster, you will use the objective-setting module to review the Leadership & Communication and
Fiical Management core requirements that have been pre-determined for your pay package.
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Review the Leadership & Communication and Fiscal Management core requirements displayed on the page.

ln the field under each requirement, describe the actions you will take in order to achieve each objective.
lf at any point prior to entering all tlris information you would like to leave the screen, click Save and Finish Later.
When you nav'e entered all ttie information, click Save. Clicking this button will display another button*Submit
to Evaluator.
Click Submit to Evaluator to save the information you have entered and have the system forward it to your

evaluator for review and approval. (lmportant note: After you click this button, your objectives will no longer be

available for your editing. 
'you 

will only be permitted to edit your objectives further if your evaluator disapproves
them and returns them to you for additional work.)

1 .
2.
3.
4.

5.
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Respon d if Your eye$xpt*Sluryq Yo-yr ,!l'g9Ijl.:s.f
After you submit your objectives, they are forwarded to your evaluator for his/her review. He/she has the ability to

approve or disapprove each objective.

Uf he/she disapproves any of your objectives, PES will notify you via email that you need to access the system and re-

enter the objective-setting module. you must review the comments your evaluaior provided and revise your objective(s)

accordinglY.

After you make the requested revisions, you must re-submit your objectives to your evaluator for review'

After your evaluator has approved yogr objectives, yoq ylll receive e-mail notification from PES that you can access the

system and view/print youi tinalized objectives for FY 2006'

For Additia nal I nfarmation

r The most up-to-date version of pES help - including any updates to this quick-start guide - is available on the PFP

website.

o Direct specific questions regarding pES and the PFP program to your district PFP coordinator. These coordinators

are also listed on the PFP website.

ecfives After
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Averciew af the Ev?luator_'s Rgle in W Obi9cllv9'$ettlngfp-cefs-

The objective-setting process begins when you as an evaluator hold an interactive discussion with an employee to

_ determine his/her g6"b for the uicoming year. During this discussion, you and the employee review the core

d;;i;;r""ir in"t he/she shoutd select drine narrativ6 objectives that he/she should write. (The number and type of

VoUjectives that must be set will vary based on the employee's pay package')

After this discussion, the employee enters these objectives into the Performance Evaluation System (PES) and submits

them to you for review. As the employee's evaluator, you are then responsible for reviewing this information, confirming

that it is in accordance with what you 
-discussed 

duringj the meeting, and approving/disapproving the objectives as

appropriate.

Before you can begin reviewing and approving employees'objectives:
r lou must complete thJManage profile ptoc"is in PES (See the PFP website for guidance on this process.)

. you must have an interactive discussion with each employee, during which you determine objectives and targets

for the year, and
o loUr employee must enter his/her objectives into PES and submit them to you for review'

You can access PES in either of two ways:
. type http://performance.usps.gov into your web browser's URL line

-o r -
. click on pay for performance on the main page of Btue, then click on the link for Performance Evaluation

.-. System.

- 41the logon screen, do the following:
o EAS emptoyees: Log in with-your EID and USPS PlN. Your EID is the unique, 8-digit number printed on your

earnings-staiement, 
"-nd 

your USPS PIN is the same PIN you use for PostalEase.
. pGES emptoyees: log in with either your EID and usPS PIN or your ACE logon and password to access PES'

Note: An employee who was promoted to a PcES-level position after the start of FY 2004 must log into PES using his or

her EID and USPS PlN.

Review & Approve Obiectives Quick-Starf Guide for Evaluators



Access the O ective-$etti

After logging in, you willsee the fiscalyear selection screen.

PFq; sb$tarlti!9.d,Fttt {}! &j9!titqn".e-u slh !a:cq+!t"

ni€l *i!*'ztoi'

1. To access the Fy 2006 objective-Setting screen, click the link for FY 2006. The main screen for FY 2006 will

appear.

2. Mouse over Objective-setting Process. ln the pop-up menu that appears, click Approve or.Return Gore

Requirements. A icreen surimarizing alr tne empioydes for which you must carry out this action will display.

Review & Approve Obiectives Quick-Start Guide for Evaluators



Overview af Summary Screen

After clicking Approve or Return Gore Requirements, the Evaluator Actions screen displays.

1. Click on either Approve Executive Objectives or Approve EAS Objectives, depending on which type of

employees'objeitives you would like to view. The screen willdisplay as follows.

ffi
*iiniW$s

diE$ra;S qr*l liG&{

,tFis$nltesr g$S$

l* B.IIsrt,F-Gp!t:q
Tf airFriii$ldlctslri0PE{uireniit?q ilitk f tt IA&fji.{E CliB FEqiikwt er'l* tj$tl?!i s".*.it ;tB Etit'liis9'5 r;gqi8'

Tg lttr slrr.n:!i-q$ ql:fdirft!!:qltls $liq!?l'etri5, {ltli llP iTlnl:$tnl!5. Sulitrlitltllr'!i91td* ifrt':9rn}le'!r'd! i4ri9i

ifi*ernr,|0$nB'Mfre1s|um!td!iF|iir!!c|tFEIrc'ter$d8tilcsiE|i!'kth'"Bea$a||f0lN0o}|?rl!€g''ul?snfFlttj'h:iomm*nis *nan eniiititi ir,rrsin'toiin'cbletttves

2.

3.

A you Have pending Required Actions message will appear if there are actions on this screen that you must

take.
lf you are required to take action on an employee, he/she will have one of the following buttons next to his/her

name:
r Approve Core Requirements: An employee who has submitted his/her objectives will have an Approve

Cbie Requirements button next to his/hei name. Click this button to view the information submitted'
(Go to Page 6 for detail on this process.)

. Reason for No Core Requirements: An employee who has not yet submitted his/her objectives for

review will be noted with an "Fy 2006 Core Requirements Not Submitted" message. The_employee must

enter objectives and submit them to you forapproval -OR- you must click the Reason for No Gore

Requirements button riext to the employee's name.. (See Page 7'for a description of when this Reason

for i,lo Core Requirements process should be used')
For Executives only: The screen wiil also display employees for whom you are not required to take action, but

for whom you are permitted to view the status of objectives. Olly these employees' names and the status of their

objectives will app'ear. They will not have any buttons next to their names until their first-level evaluators approve

their objectives.' At that time, they will have Print Status buttons next to their names.
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clicking the Approve core Requirements button next to an employee's name displays the following screen.

lnot", The following screens illustrate the information and number of objectives that will be displayed for a Field EAS
IG;il;"".-ril"" are reviewing objectives for an employee in a different pay package, you will see slight differences in

how this screen appears and the number of objectives being displayed')

1 . Each of the employee's objectives and targets will display. You must use the Approve and Disapprove buttons

to indicate whether Vo, 
"pbrou" 

each objettive and its corresponding targets. (N-ote: Any pre-determined

objectives that are populated into the system will already be nbted with an Auto Approved tag on this screen')

lf you Disapprove an objective, you must provide comments that will be retumed to the employee so that he/she

can revise the objective accordingly.

3. At the bottom of the screen, do one of the following:
. lf you would like to save the information you haye entered and return later to complete reviewing the

employee's information, click Save and Finish Later'
. lf you approve all of the employee's objectives, click Approve All Obiectives. This action completes the

objective-setting process for this employee'
. lf you oisappio'v! of any of tne emitoyee's objectives, click Return Objectives. The employee will be

notifled tnai'he/she musi re-enter pES and update his/her objectives according to your comments'

Heishe will then re-submit them to you for review. At that time, you will need to repeat this process.

. lf you would like to exit the screen witnout saving any information, click Return to Previous Screen'

4. lf you clicked Approve All objectives_or Return objectives on the previous screen, the Evaluator Actions for

Employees screen *ili oirpr"ia print status Repori button next to the employee's name. click that button to

viewtneemployee'sinformationinaprinter-friend|yformat.
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"Reaso n for No ObiecffYes" OPtion

Clicking the Reason for No Objectives button next to an employee's name displays the following screen.

Make a selection from the Reason no Core Requirements will be entered drop-down menu:
o LWOP Military
o LWOP Not Military
. No Gomputer Access Available
. Other
Enter a short description of why no core requirements are being entered in the Gomments field.

Click Save to record the information.

For Additianal I nformati on

1 .

2.
3.
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. The most up-to-date version of pES help - including any updates to this quick-start guide - is available on the PFP

website.

o Direct specific gqestions regarding PES and the PFP program to your district PFP coordinator. These coordinators

are also listed on the PFP website'
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Objective $etting Process:
Ti for Emplo ees and Evaluators

WHAT OBJEGTIVE SETTING lS: The Objective setting process is a time for employees and evaluators to meet
and establish goals for the employee for the upcoming evaluation period.

BEFORE OBJECTIVE-SETTING DISCUSSION: Before the evaluators and employees meet to discuss the goals

for the upcoming evaluation period, the evaluator must plan his or her strategy for the fiscal year. Evaluators must:
o determine what they hope to achieve by the end of the year
. describe how the unit will contribute to organizational success, and
r define strategies to achieve those desired outcomes.

oBJECTIVE-SETTING DTSCUSSION: When the evaluator and employee meet, they should aim to establish goals

for the employee that they may make contributions to within their line-of-site or influence. The goals should impact

the following areas (as outlined in the USPS Transformation Plan):
. managing costs
. improving service
. developing people
. pursuing reform, and
. growing revenue.

EMPLOYEE OBJECTIVE PLANN|NG: Emptoyees may wish to use the planning worksheets available on the PFP

website to create a list of objectives prior to me-eting with their evaluators. This can help both the evaluator and the

ernptoyee establish agreeable objeciives. These wbrksheets may also be used to document the objectives that are

"gr'"ed 
upon in the mEeting. Remember, though, that all.employees who have computer access must enter their

objectives into the Performance Evaluation System (PES).

NUMBER OF CORE REQUIREMENTS: Depending upon an employee's position, he or she might have a
predetermined list of behavioral core requirements to choose from, or he or she might need to draft unique
nanative objectives. The type of objectives-and the number of objectives-that an employee must choose
depends upon his or her pay package. See the table below for more information:

ffi
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AiAa;.iu., f,igi'd;,EXbcutivES iiii,:i..,i,,iii.i '.:.i ,i.: ;..,; ', ,.;,i:',;2:: , t , ,,, ,;.,1,,,.t

Area EAS 2 2
' . , '  ' ' , :, ' ' . ., 

,,,2t':t,,,.,.,,, 
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Field EAS 4 3 1

,E.Eb l.Fi.ei d|opeiitib,nsii,i :,l1.1.,.. i',.;::i: , :'':i;,,,:;i:::::i:ri, :i,ii::l':i:,:ii:i: 4::' '::':,'::i:i l,:,::,i:""i::,:i , : i, ;:,i,i:;,:i:: :,:,:; ;::,.,,,$' :, :,,,.,,,, ..,,

HQ/HQ-Related EAS 4 3 1

PPO Managers/Supervisors 4 3 1
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Objective Setting Process:
Tips for Employees and Evaluators, cont'd

AFTER OBJECTIVE-SETTING DISCUSSION: Once an evaluator and employee have discussed the goals and
objectives for the upcoming fiscal year, the employee must log in to the Performance Evaluation System (PES) and
document their goals.

OBJECTIVE REVIEW: The employee and evaluator must make sure that the objectives that the employee has set
are attainable. This can be done by asking yourself these questions:

r Are these indicators within the employee's line of sight?
e Are the performance leveltargets achievable?
o Will achieving these targets help move the organization toward higher performance?
r Are the targets challenging? Can they be measured?
r Can results be quantified?

After the evaluator has reviewed the objectives, they can either be retumed to the employee for additional work or
approved via PES.

For more information on either core requirements or objective setting, please'refer to the PFP website.

FffiffiffiffiWffiK
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USPS News Link I Apn125,2006
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< Blue < LitoBlue

The Online News Source For Postal E

Browse News Archive >>

Browse "Did You Know?" Archlve >>

Search

li iLinks
r News & Stamp Releases on usps'com
r Setting the Record Straight
t Employee Deals
r USPSNEWS HardCopy
. Pastal Bulletin

Get USPSNEWS link in Your mailbox,
Ask for it at uspslink@usps.gov

ln Thls l$sue,..

April25,

r IPSS-o facto
Image
Processing
Subsystem kits
save
replacement
costs

r The people's
choice
Retail associate
is "friendliest
customer service
representative"

r Mid-year
standardization
Review period
lengthened to six
weeks

r IT TiP
Case worker

I Did You
Know?

r Quotable
Quotes
Real mail gets
results

I Postscripts
I' l l  take "2005
Stamps" for
$800, Alex!

r Mailbag
Let's go prime
time ' Passport
fairs pay off

r Heroes'
Corner
Above and
beyond

r Newsstand
Post Offices
support breast
cancer
awareness
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USPS News Link lApril25,2006

M id-yea r sta nda rd ization
Review period lengthened to six weeks

The mid-year evaluation is all about communication and feedback - the give and take between
managers and employees that helps define and refine expectations and performances. So it should come
as no surprise that the process itself can be changed by communication and feedback!

As a result of several inquiries from field operations, the mid-year evaluation has been standardized to
include a six-week window of t ime in which to complete the entire process - from employee input of
accomplishments to the evaluator submitting a discussion date.

Why? Since the National Performance Assessment (NPA) report card is published monthly and includes
year-to-date information for the previous month, this six-week window will allow evaluators to view the
10/01-03/31 NPA results, which wil l be published April 28, before performing mid-year discussions.

For FY 2006, the six-week review period, which started April 3, wil l run through May 12.

Page I of I

https:/Aiteblue.usps.gov/news/linU2006apr25.htm 7/28/2A06



fntwillilfl-Ywr
ilroroonnilmililshmroltts
Qurck-Start Guide for EmPIoYees

iCffii{Xpffi'ffi.
F#SffiAffitfffi,

Pertorma nce Eval uation SYs tem

Version 3, March 2AA6



Welcame to PES

The performance Evaluation System (PES) automates objective-setting, accomplishments, evaluations, and ratings for
participants in Pay-for-Performance (PFP).

Ufor Fy 2006, all pFp-eligible employees will record their mid-year accomplishments in PES for the positions they hold as
of March 31, 2006-regardless of the length of time they have been in those positions. Evaluators will then use the
system to record their comments on those accomplishments and the dates on which they hold mid-year reviews with
employees.

Ip: on W4!W Your _Accgruf@
It is helpful to draft and save your accomplishments in a Word document (rather than entering them directly into the
system) because you only have a limited amount of time-ple hogl-to enter information into PES before the system will
time out.

your mid-year accomplishments should detailthe progress you have made toward meeting the performance targets that
you and your evaluator set at the beginning of the position'

o For each objective, describe how far you have progressed toward meeting that target'
o Cite specific, measurable examples of your achievements.
. Use concrete data and results, and reference reports including this data when appropriate.
o Limit each of your accomplishments to a maximum of 4,000 characters. The system will not allow you to submit

longer responses.

Before You Begin

Before you begin entering accomplishments into PES, these actions must be completed:

- o you eitered youiobjectives for the position you hold as of March 31 into PES and your evaluator approved them'
V o You wrote your accomplishments in a Word document'

Before you attempt to access PES, you should have your login information on hand.
. EhS emptoyees: Log in with your Employee ldentification Number (ElD) and Postal PlN. Your EID is the unique,

8-digit number printed on your eamings statement, and your Postal PIN is the same PIN you use for PostalEase'
r PGES emptoyees: Log in with either your EID and Postal PIN or your ACE logon and password.

Note: An employee who was promoted to a PCES-tevel position after the start of FY 2a04 must log into PES uslng his or
her EID and PostalPlN.

Access fhe System

You can access PES in either of two ways:
. type http://perforTnance.usps.gov into your web browser's URL line - or -
o click on Pay for Performance on the main page of Blue, then click on the link for PES.

At the logon screen, do the following:
. eAS employees: Log in with your EID and Postal PlN. Your EID is the unique, 8-digit number printed on your

earnings statement, and your Postal PIN is the same PIN you use for PostalEase.
r PGES employees: Log in with either your EID and Postal PIN or your ACE logon and password to access PES.

Enter Mid-Year Accomplishments Quick-Sfa rt Guide



Access the Enter Mid-Year Accomplishmenfs Screen

Note: tf you have not yet confirmed your PES profile or have not yet entered obiectives and had them approved, the
sysfem witt automaticdty airect you to take these actions before altowing you to access any other area of the sysfem' See

)other PES Quick-Stad Guides for information on these processes.

-
After logging in, the flscal year selection screen displays.

riligr3.q F4.ri,tt9.dsFe!,lglnotftrp,q|!}rciiy* vn: wiali p cerq,

1. Click FiscalYear 2006. The main screen for FY 2006 willdisplay.

2.
3 .

On the main screen for Fy 2006, place your mouse over Mid-Year Process until the mid-year menu appears.
Click Enter and submit mid'year accomplishments in this menu.

Enter Mid-Ye ar Accomplishments Quick-Sfa ft Guide



Enter Mid-Year Accam Pl ishments

After clicking Enter and submit mid-year accomptishments, the objectives that you set earlier in the year are displayed.
Depending upon your PFP position, the screens you see may look different.
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Open the file in which you have drafted and saved your mid-year accomplishments. Use the "Copf function to

make a copy of the accomplishment information you have drafted for your first objective.
In the web'browser you are using for PES, use the "Paste" function to paste that information into the Mid'Year
Accomplishments field that corresponds to that objective.
Repeat this process for each accomplishment that you must enter.

At the bottom of the screen, you can enter Additional Employee Contributions.
Do one of the following:
. lf you need to return later to finish entering your accomplishments, click Save and Finish Later. (Also,

be sure to click this button before you have been logged into the system for more than one hour' Otherwise,
the system willtime out and you wittlose any information that has not previously been saved')

. lf you have entered all youi accomplishments and are ready for your evaluator to review them, click

SuUmit to Evaluator/Exlcutive or VP. After this point, your accomplishments will only be available to you in

read-only format.

1.

2.

3.

4.
5.

Enter Mid-Year Accomplishmenfs Quick-Sfa ft G uide



Respon d if Yaur Accomplishmenfs Are Returned

After you submit your mid-year accomplishments for your evaluator's review, he or she then logs into PES to review the
information.

r lf he or she approves your accomplishments, no additional action is necessary on your part.
. lf he or she returns your accomplishments for additional work, you will receive e-mail notification that they

must be revised. You must re-enter the "Enter Mid-Year Accomplishments" screen in PES and revise your
accomplishments as directed by your evaluator. His or her instructions will be displayed in the Overall
Gomments field at the bottom of this screen.

For Additio nal I nformati an

The most up-to-date version of PES help - including any updates to this quick-start guide - is available on the
pay-for-Performance (PFP) website: http://blue.usps.qov/hrisolser/pfp/welcome.htm

General information regarding the Pay-for-Performance program is also available on the PFP website.

r Direct specific questions regarding PES and the PFP program to your PFP coordinator.

Enter Mid-Year Accomplishmenfs Quick-Sfa ft Guide
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Welcame fo PES

The performance Evaluation System (pES) automates objective-setting, accomplishments, evaluations, and ratings for

participants in Pay-for-Performance (PFP).

For Fy 2006, all pFp-eligible employees will record their mid-year accomplishments in PES for the positions they hold as

of March 31, 2006.* riv6, 
"r" 

evaluating the performance of Ln employee, you m9...............91 use PES to review that employee's

accomplishments, comment on them, an-d record the date on which you meet with the employee to discuss his or her

accomplishments.

you must also use pES to record information about the rare situations in which mid-year reviews cannot be conducted'

These situations may arise when an employee is in an approved leave without pay status (LwoP-Military or LWoP-Not

Military) or in other situations.

This guide describes both the process used to document mid-year reviews and the process used to document mid-year

reviews that cannot be held'

should he taken in these rare cases.

Befare Yau Begin

Before you begin, any employee you evaluate wiil enter his or her accomplishments into PES and submit them to you for

review. (Employees wno irave not entered a-comprisnments, either as the result of not having computer access or being

on appr&eO'tWOp, will provide accomplishments to you on a paper form.)

Before you attempt to access PES, have your login information on hand.
o EAS emptoyees: Log in wit.h yourEmptoiee ldentification Number (ElD) and Postal PIN' Your EID is the unique,

g-digit number piinGo-on yourLaminis statement, a1d yo.ur Postal PIN is the same PIN you use for PostalEase'

o pGES emptoyees: Log in with gilbgl-your EID and Postal PIN or your ACE logon and password'

Note: An emptoyee who was promoted to a pcES-level position aftertlte start of FY 2004 must log into PES using his or

her EID and Postal PlN.

Access fhe SYstem

* Note: A smalt qrouo ot emplovees mav not be=able to enter th?ir.llltve4r=acclm0lishments into PES'either as

th",""utt of ,ot h"rira co^pute, ac"er Thit quide also d"s"ilb"" *hat 
"ctio'"

You can access PES in either of two ways:
. type http://performance.usps.gov into your web browser's URL line - or -

. iticf on pay for performance on the main page of Blue, then click on the link for PES'

At the logon screen, do the following:
r EAS employees: Log in with-your EID and postal PlN. Your EID is the unique, 8-digit number printed on your

earnings'statement, 
"-nd 

your Postal PIN is the same PIN you use for PostalEase'
r pCES employees: Log in with either your EID and Postai PIN or your ACE logon and password to access PES'

- Enter Mid'Year Discusslon Date Qulbk-Sfad Guide



Access the Review Mid-Year Accamplishmenfs Screen

frote: ff you have not yet confirmed youy pEs profite or have not yet entered .obiectives and had them approved, the

system witt automaticity ii""t yi,| io take.n"'i" uition: !"f::^lil"wing 
you to access any other area of the system' See

otner Pes Quick-sfarf Guides for information on these processes'

After logging in, the fiscal year selection screen displays'
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1. Click Fiscal Year 2006'The main screen for FY 2006 willdisplay'

2.
3.

on the main screen for Fy 2006, place your mouse over Mid-Year Process untilthe mid-year menu appears'

Click Review mia-year accomptisnments and enter discussion date in this menu'

sion Date Quick-Staft Guide



View Employee Sfafus Main Screen

After clicking Review mid-year accomplishments and enter discussion date, the employee status main screen will

display.

1. Glick either perform Mid-year Executive Reviews or Perform Mid-Year EAS Reviews, depending on the pay

package of the employees whose reviews you must conduct'

2. The employee status main screen will display. lf there are mid-year reviews pending your review, a yellow You

have pend-ing required actions message will appear in the toP right corner.
. lf you arJ a pbes executive, this slreen witi tlst all PCES executives in your reporting chain' You. are only

required to perform mid-year ieviews for your direct reports, who willhave Save buttons associated with their

records. you are only permitted to view the mid-year information for these other PCES executives.
. lf you are an EAS employee, this screen will display your direct reports in a grid at the top of the page' You

are required to perform mid-year reviews for your direct reports, and they will each have a Save button

associated with their records. The bottom gr'rd on the screen will display employees farther down in your

reporting chain. They are provided here only so that you can view the status of their mid-year reviews.

.l.r.qt.gia l'qh'gqflrpq?.tl
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For each of your direct reports, begin the mid-year review process by viewing an employee's mid-year accomplishments.

information for those emPlovees.
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1. on the employee status main screen, click Perform Accomplishments Review next to the employee's name'

Their mid-year accomptishments will display. (This button only appears next to employees who have entered and

submitted accomplishments to you for review.)
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z. Review the mid-year accomplishment information the employee has entered for the first objective. Scroll down to

view each of the accomplishments for other objectives'

- Enter Mid-Year Discussion Date Quick-Start Guide
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At the bottom of the page, do one of the following:
o lf the employee OoJs not need to make updites to accomplishments and you do not need to record

commenis of your own at this time, click save and Finish Later.

o lf you wish to enter preliminary comm.ents regarding an employee's accomplishments, enter this information

in the Mid-year Evaluator Gomments nlro inat coiresponbs io that accomplishment. Click save and Finish

Later.
o lf you want to instruct the employee to. revise the information he or she has submitted, describe the revisions

you would like the employee to make inlne evatuator Mid-Year overatl Gomment fleld at the bottom of the

page. Click Return Rcc6mplisnments to Employee. The system will notify the employee to re-enter PES

and update tne aicompiiinments. After making updat"s, he or she will re-submit the accomplishments to you

for review.
when the employee has submitted accomplishments that require no additionalwork on his part, schedule a time

to hold a mid-year discussion with the employee'

3.

4.

Rerl"w Mid'Year Discussion Date Quick-Statt Guide



Finatize Mid-Year Review - After Discussion

After holding a mid-year discussion with one of your direct reports, you must re-enter PES and access the employee

status main screen again.
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2. Enter information into the Mid-year Evaluator Gomments fields associated with each of the employee's

objectives.

1. For employees who have entered objectives and accomplishments in the system, begin the process of entering

your final evaluatoicomments by cliiking perform Accomplishments Review. (lf you are reviewing employees

who have not entered objectivei or accdmplishments in the system either as the result of not having computer

access or being on approved LWOP, skip ahead to Step 6 in this section.)

n r'uw UWV"4 ecco^ptisnrrr"ns - ana - Enter Mid'Year Discussion Date Qutbk-Sfart Guide



Finalize Mid-Year Review - After Discussion, cont'd'

At the bottom of the screen, click Save Completed Online Review. (Do not click this button until your comments

are correct and complete, as they will only be available in read-only format after you do this.)
The system will confirm that the information has been saved'
Navigate back to the employee status main screen.

6. Click the calendar icon to open a pop-up calendar from which you select the Discussion Date-the date on

which you held the employee's mid-year review.*
T. lf desiied, provide any adiitional comments in the Discussion Gomments field.
8. Click save. This completes the mid-year review for this employee.

3.

4.
5.
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Record Reason for Na Discussion

lf you cannot conduct a mid-year review for one of your direct reports (because he is in an approved LWOP-Military or an

t-WOp-Not Military status or is in a similar situation), you must document the reason for this lack of discussion in PES'

JBegin at the employee status main screen.

Use the Reason For No Discussion drop-down menu to select one of the following:
o LWOP-Military
r LWOP-NoI Military
o Extended Leave for the Entire Period of 4/3/06 through 4123106
. Use the Discussion Gomments field to provide additional detail about why the discussion was not held.

(These comments are only required if you choose Extended Leave for the Entire Period of 4/3/06 through

4123106
from the Reason For No Discussion field')
click save. This completes the mid-year process for this employee.

For Additional Informatian

o The most upto-date version of pES help - including any updates to this quick-start guide - is available on the
pay-for-pe*ormance (PFP) website: http://blue.usos.oov/hrisp/ser/pfp/welcome.htm

. General information regarding the Pay-for-Performance program is also available on the PFP website.

. Direct specific questions regarding PES and the PFP program to your PFP coordinator'

2.
3.
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lnterim and End-of'Year Ratings:
Gridelines for Determining Who Provides These Reviews

Your position history determines:
r whether you receive an interim narrative performance review or an interim numeric review

r who performs your end-of-year evaluation/assigns your overall performance rating for the evaluation

period.

Your position history will fatl into one of three main groups:

This means that your end'of'year evaluation and
core requirements rating will be performed by "'

During this evaluation Period,
you hold .. .

the evaluator of the position you work in for the entire
evaluation period.only one position--either a position of

rec-ord or a detail assignment-for the entire
evaluation period.

the evaluator of the position you work in for 276 or
more consecutive calendar daYs.at least two positions- either positions of

record and/or detail assignments' You are
in one of those positions for 276 or more
consecutive calendar daYs.

the evaluator of the position of record you work in at
the end of the evaluation period (Sept. 30, 2005)' He
or she will consider any interim ratings you have
received from other supervisors who managed your
performance at other points throughout the year'

o You will receive an interim narrative performance
review from any evaluator who managed your work
for 90 to 179 consecutive calendar days during the
evaluation Period. 

*

o You willreceive an interim numeric rating from
any evaluator who managed your work for 180 to
275 consecutive calendar days during the
evaluation Period. 

*

lf you fatl into this category, you will receive your
inierim ratings before your end-of-year evaluation is
performed and before your overall performance rating

at least two positions- either positions of
record and/or detail assignments. You are
in each of these positions tor 275 or fewer
consecutive calendar daYs.

* please see ,Chanqe Manaqement G " for comple.te^detait on the process used to assrgn interim narrative

petformancereviewsffiemember:HQandHQ-re|atedempIoyeeswhohoIdapositionfor
g0 to 275 days and then move into another pFP position ca.n rec.eive an overall comment from the evaluator of the
-priiiiri 

piinon. HQ and HQ-retated employees do not, though, receive interim ratings'

The following pages of this provide examples of how evaluations are handled for each group defined above'

das lhese Reviewg Version 1' April 2005
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Interim and End-of-Year Ratings:
Guidelines for Determining Who Provides These Reviews, cont'd.
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- Kev to lllustrations in this Document

The following diagram describes each of the abbreviations and illustrations used throughout this document.

POR - Position of record

l*$K * *ntenin't
rxumeric rat$ng

ffi S€m*"€ dm$*, mn c$xy o*X" #f €he ym*n
ffimw K

Detail - Detail
assignment

!NFR * Interinr narratlve
performance review

-lnterim 
ind EOY Rafings.' Guidelines for Determining Who Provides lhese Reviews, Version 1, April 2005



lnterim and
Guidelines

End-of-Year Ratings:
for Determining Who Provides These Reviews' cont

Group 1 Examples

t held only one position-either a position of record or a detail assignment-for the entire
evaluation period.

Example #1:

POR (same for all year)
365 Days

s
Day 1

Day 365

You worked in a single POR for the entire evaluation period'

None.

This is performed by the individual who evaluated your performance in the POR
you held for the entire evaluation period'

Positign history:

lnterim ratings:

End-of-year
evaluation and core
requirements rating:

Example #2:

Position history:

lnterim ratings:

End-of-year
evaluation and core
requirements rating:

POR (same for all Year)
365 Days

q

Day 1

DaY 365

You worked in a single detail assignment for the entire evaluation period.

None.

This is performed by the individual who evaluated your performance in the detail
assignment you held for the entire evaluation period.

@s for Determining Who Provides lhese Reviews, Version 1, April 2005
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Interim and End-of-Year Ratings:
Guidelines for Determining Who Provides These Reviews, cont'd.

Group 2 Examples

Position history:

Interim ratings:

End-of-year
evaluation and core
requirements rating:

I held at least two position*either posifions of record and/or detail assignments. I was in one of
fhese posifions for 276 or more consecutive calendar days.

Example #2:

ay?38 Day365

You worked in more than one POR over the course of the evaluation period. You
worked in one of these positions-POR #2-for 278 consecutive calendar days.

None.

This is performed by the individual who evaluated your performance in POR #2
because you held that position for 276 or more consecutive calendar days during
the evaluation period.

Day 365

You worked in one POR and one detail assignment during the evaluation period.
You worked in one of these positions-POR #1-for 276 consecutive calendar
days.

None.

This is performed by the individual who evaluated your performance in POR #1
because you held that position for 276 or more consecutive calendar days during
the evaluation period.

Position history:

Interim ratings:

End-of-year
evaluation and core
requirements rating:

lnterim and EOY Ratings: Guidelines for Determining Who Provides lhese Reviews, Version 1, April 2005



lnterim and End-of-Year Ratings:
Guidelines for Determining Who Provides These Reviews, cont'd.

Group 2 Examples, conttd.

Example #3:

Position history:

Interim ratings:

End-of-year
evaluation and core
requirements rating:

Example #4:

POR#1
(1 Day)

Detail #1 (300 Days)

Position history:

Interim ratings:

End-of-year
evaluation and core
requirements rating:

s
Dayz

Day 305

You worked in one POR and one detail assignment during the evaluation period.
You worked in one of these positions-Detail #1-for 356 consecutive calendar
days.

None.

This is performed by the individual who evaluated your performance in Detail #1
because you held that position for 276 or more consecutive calendar days during
the evaluation period.

POR #2
(64 Days)

s
Day 302

Day 301

You worked in two PORs and one detail assignment during the evaluation period.
You worked in one of these positions-Detail #1-for 300 consecutive calendar
days.

None.

This is performed by the individual who evaluated your performance in Detail #1
because you held that position for 276 or more consecutive calendar days during
the evaluation period.

lnterim and EOYRaflngs: Guidelines for Determining Who Provides lhese Reviews, Version 1, Apfl 2005



Interim and End-of-Year Ratings:
Guidelines for Determining Who Provides These Revlews, een!'d.

O Group 3 Examples

Position history:

Interim ratings:

End-of-Year
evaluation and core
requirements rating:

Example #2:

I hetd at least two positions-either posifions of record andlor detail assignmenfs. I was in each of
fhese posifions for 275 orfewer consecutive calendar days.

Example #1:

Position history:

lnterim ratings:

End-of-year
evaluation and core
requirements rating:

Day 365

You worked in three different PORs durinq the evaluation period.

. You do not receive an interim rating from your POR #1 supervisor because you
held that position for fewer than 90 calendar days.

. You do receive an interim numeric rating from your POR #2 supervisor
because you held that position for 180 or more calendar days.

. You do not receive an interim rating from your POR #3 supervisor because he
or she is responsible for your EOY evaluation and core requirements rating.

This is performed by your POR #3 supervisor because he or she managed your
work atthe end of the year and because you did not hold any other position for
276 or more consecutive calendar days during the evaluation period.

Day 365

You worked in three different PORs during the evaluation period.

. You do receive an interim numeric rating from your POR #1 supervisor
because you held that position for 180 or more calendar days.

. You do receive an interim narrative performance review from your POR #2
supervisor because you held that position for between 90 and 179 calendar
days.

. You do not receive an interim rating from your POR #3 supervisor because he
or she is responsible for your EOY evaluation and core requirements rating.

This is performed by your POR #3 supervisor because he or she managed your
work af the end of the year and because you did not hold any other position for
276 or more consecutive calendar days during the evaluation period.

Interim and EOY Ratings; Guidelines for Determining Who Provides lhese Reviervs, Version 1, April 2005



lnterim and
Guidelines

End-of-Year Ratings:
for Determining Who Provid

Group 3 Examples, cont'd.

Example #3:

Day2

Position history:

Interim ratings:

End-of-year
evaluation and core
requirements rating:

Example #4:

DaY 205

You worked in two PORs and held one detail assignment during the evaluation
period.

. You do not receive an interim rating from your POR #1 supervisor because he
or she oversaw your work for less than 90 calendar days'

. You do receive an interim numeric rating from your Detail #1 supervisor
because you held that position for 180 or more calendar days'

. You do not receive an interim rating from your POR #2 supervisor because he
or she is responsible for your EOY evaluation and core requirements rating'

This is performed by your POR #2 supervisor because he or she managed your

work atthe end of tne year and because you did not hold any other position for
276 or more consecutive calendar days during the evaluation period.

DaY 365

you worked in two PORs and held two detailassignments during the evaluation
period.

. You do receive three interim narrative peformance reviews (one from your

POR #1 supervisor, one from your Detail#1 supervisor, and one from your
Detail #2 supervisor) because you held each of those positions for 90 to 179
consecutive calendar daYs.

. you do not receive an interim rating from your POR #2 supervisor because he
or she is responsible for your EOY evaluation and core requirements rating.

ThiS'is performed by your POR #2 supervisor because he or she managed your
work atthe end of the year and because you did not hold any other position for
276 or more consecutive calendar days during the evaluation period.

s
Day 1

Position history:

Interim ratings:

End-of-year
evaluation and core
requirements rating:

Detail #1 (204 Days)

Tnterin, ana eOV narys: Au'taetines tor Determining lMho Provides lhese Reviews, Version 1 ' April 2005
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Frequently Asked Questions (FAQ)

Performance Evaluation System (PES)
FY 2006 Manage Profi le, Beginning of Evaluation Period
FY 2006 Objective Setting
FY 2006 Manage Profile, End-of-Position Process
FY 2006 Mid-Year Accomplishments/Review

Performance Evaluation System (PES) FAQ

l .  In what situations should I contact the IT Help Desk?

The tT Help Desk shoutd only be contacted for help on system problems, such as the
inabitity to access PES via the website or seeing an haurglass icon that won?t go
away,

If yau try to log in and receive a message that the system daes nat recognize your
informatian, do not cantact the IT Help Desk. Most likelY, You are not using your

correct employee identification number (EID) and/or postal PIN {see below for mare
informatian on this) ?or? you are not recognized as a PFP-eligible employee (contact
your district PFP coordinator if this is the case)'

2. Where can I f ind my Employee Identif ication Number (EID)?

your EID is printed on the tap line of your bi-weekly earnings statement. The first 8'
digit set of numbers after your name is your EID. Do not use the serial number'

3. How do I obtain mY Postal PIN?

Call (577) 477'3273 and do the following when prompted:

1. Press 7 for PostalEASE
2. Enter your Employee Identification Number (EID)
3. When prampted to enter your PIN, pause and then press two (2)
4. Your Pastal PIN will be ntailed to Your address of recard'

Remember, your posta! PIN is a four-digit number?the same one yau use ta log into
PostalEASE. Da not Ltse the PIN that you use for the Thrift savings Plan.

FY 2006 Manage Profi le, Beginning of Evaluation Period FAQ

1. when I am on an official detail, who should I select as my evaluator: the
person I report to on the detail or the manager of my position of record?

pick the person wha witl evaluate your performance on your detail. And don't forget
to enter the finance number of the unit are reporting ta on yaur detail. That is
where your NPA score will be drawn from'

2. I?m setting up my profi le for the first t ime, and I need to enter my email
address. How do I document my email address correctly so that the
Performance Evaluation System will accept it?

Open an Internet browser and type blue.usps.gav into the address line'
Once you are at the Blue page, click Find It on the right-hand side of the
screen,
Ance at the search page, click the Morc Search Options link next to the

1 .

3.
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Email Address field.
4. In the Quick Search field, enter the first part of the address you are looking

for. (Example: To search for *07102 Newark , NH , type in -07142 and then
click the Submit Query button.)

If My Profile Changes, Does That Mean I Have Two Sets of Objectives?

At any point in time, each employee only has one sef of obiectives that arc
active within the system, If you change permanent positions or accept a detail
assignment during the year, you will be guided through the process of closing out
your previous objectives and establislting new objectives for your new position.

This means:

. You rnusf sef objectives for all positions you hold during the year, regardless of
the length of time you hold each position. This ensures that you and yaur
evaluator have come to an understanding with regard to what goals you should
be working toward and how your achievements will be measured.

t When yau mave into a new PFP position, the system will either automatically
inactivate your previaus objectives (for positions held for fewer than 90 days) or
guide you through the process of recarding accomplishments for your previous
position.

. If you hold a position for 90 to 179 days and then take on a new PFP position,
yau write accomplishments for your previotrs obiectives, submit them ta the
evaluatar of yaur previous position, and receive an interim narrative performance
review. You set obiectives far your new position, and your previous objectives
become inactive in the system, *

. If you hold a position for 18A b 275 days and then take on a new PFP position,
you write accomplishments for your previaus obiectives, submit them to the
evaluatar of your previaus positian, and receive an interim numeric rating. You
set objectives for your new pasition, and your previoLts objectives become
inactive in the system. 4

t If you hold a position for 276 or more days and then take on a new PFP position,
you write accomplishments far your previous obiectives and submit them to the
evaluator of your previous pasitian. You do not receive an interim rating from
that evaluator, though, because he is responsible for your overall end-of-year
review. You then continue an with yaur new position and set obiectives for that
posltion, which inactivates your previous obiectives.

When Should Employee-Init iated Changes Be Approved?

An employee must only be permitted to change his ar her profile if he takes on a
PFP position that is distinct front the job he previously held. The new position cannot
be a cantinuation of fhe same job, just under a slightly differenttitle orwith a new
superalisor. Instead, it must be an entirely separate position with different,
measurcble goals of its own.

It is important fo nofe that the end date of the employee?s previous position will be
recarded as the date the employee?s evalttator approves the request to change
objectives.

5. What do I do if my detail from FY 2OO5 has been extended into FY 2006?

PES only automatically carries permanent pasitian informatian over to FY 2AA6. If
your detail has been extended inta FY 2006, you must login to PES and access the
Manage Profile madule for FY 2006. From here, you must enter the relevant
information about your detail position (your PFP designation, your Unit ar
Postntaster level, etc.) and submit it ta your evaluator far review' Your detail
assignment evaluator will need to review and approve your profile before you will be
permitted to enter objectives for FY 2006.

6. I?ve heard that there are changes that impact the Sales pay packages for
FY 2006. If I?m in Sales, how does this impact me?

Ihe "Sales (HQ Field tJnit)" pay package that had been used for FY 2045 has been
eliminated, A new Sales pay package has been established for Ff 2046'

Page 2 of 6
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If you are a Sa/es employee, you must change Your paY package (from either
HQ/HQ-Related EAS ar Sales'HQ Field Unit) to one of the following during the
Manage Profile process for FY 2046:

r Sales EAS: Any EAS Sales employee (either domiciled in the field, in Rosslyn, or
in the DC area) should choose this pay package.

. HQ/HQ-Related Executives: Any Sales executive should choose this paY
package. (This is the same pay package used by all HQ/HQ-related executives.)

Sales employees who identify themselves as "Sales EAS" will be directed to choase
from a list of pre-determined core requirements, Sales employees who identify
themselves as "HAHQ-Related Executives" will be directed ta draft narrative
objectives.

7. I?ve heard that there are changes that impact EEO Operations employees
for FY 2006. If I?m an EEO employee, how does this impact me?

There has been a new pay package established for EEO Aperatians emploYees for FY
2006. Tltis change, hawever, only affects the choices that fietd EEO Operations
employees must make.
t If you are an EEO Field Operations employee, You must change your pay

package (from whichever pay package you used last year) to "EEO field
Operations" during the Manage Profile process for FY 2046.

t If you are an HQ/HQ-related EEO employee, you will continue to use the HQ/HQ'
rclated EAS or Executives pay packages, iustas you did last year.

EEO employees who identify themselves as "EEA Field Operations" will be directed
to chaose from a list of pre-determined core requirements.

FY 2006 Objective Setting FAQ

1. How do I choose my core requirements?

Individual core requircments are determined during an interactive discussiott
between you and your evaluator during the Obiective-Setting periad.

Priar to this discussionr your evaluator will have determined where your unit will
focus its effarts for the next year. He/stte will have alsa considered your line af sight
within the unit, reviewed the list of core requirements for your position, and
identified goals that you will have the opportunity to impact over the course of the
year.

During the discussian, you and yaur evaluator determine which of those core
requirements you will select for the year, Then, you will discuss recommended
targets for each perfornance level (contributor, ttigh contributor, and exceptional
cantributor).

All of this information is documented in the Perfarmance Evaluatian System (PES)
for formal tracking.

2. I don?t agree with the core requirements that my evaluator recommended
that I select. Do I have any recourse?

If yau have concerns with the core requirements that were chosen, you must
document your concerns and submit the information to your evaluator. Tlten,
schedule a time to discuss yaur cancerns'

If your concerns are not resolved during this discussion, document your cancerns
and have them forwarded to your next higher-level reviewer. He ar she will make a
final determination on fhe lssue.

3. How do I know how many core requirements to set?

The number of core requirements an employee must set is based upon his or her
pay package. To find aut what number (and type) of care requirements you must
set, please review the Pay Package Guidelines documents'

Page 3 of 6



Pay-for-Performance Frequently Asked Questions (FAas)

How do I know if I need to choose from a predetermined list or generate
my own narrative objectives?

The type af core requirements an employee must set is based upon his or her pay
package. To find out what type of core reguirements yoLt must set, please review
the Pay Package Guidelines documents.

What is the difference between Narrative Measurable, Predetermined
Measurable, and Predetermined Behavioral Core Requirements?

Narrative Measurable are objectives that are drafted by the emptoyee ar
evaluator during the objective-settittg discussion. These objectives must be both
measurable and trackable through a,i identified data source.

Predetermined Measurable are objectives that trackable and measurable through
an identified data source. They are established at the beginning of the year by HQ
and made available to employees/evaluators for review during the abjective-setting
process.

Predetermined Behavioral are objectives that are developed with predetermined
performance expectations and targets. Numerical targets and trackable systems are
not set for behavioral core requirements. They are alsa established at the beginning
of the year by HQ and made available"to employees/evaluators for the review during
the objective-setting pracess. Hawever, these objectives, along with performance
expectations and targets, are already populated on the user?s screen in PES rather
having the user choose the objectives.

When Should Employee-Init iated Changes to Objectives Be Approved?

An employee must only be permitted to change his or her abjectives if he takes an a
PFP position that is distinct fram the job he previously held. It must be an entirely
separate position with different, measurcble gaals of its awn.

It is important to note that the end date of the employee?s prcvious position will be
recorded as the date the employee?s evaluatar approves the request to change
objectives.

As an employee, what do I need to know about selecting from lists of pre-
determined core requirements?

Most impoftantly, employees should nat choose core requirements that do not
belong to their function or position.

The reason for this is because the care requirements rclate directly to the pasitian
and function-related related responsibilities that the employee nust demanstrate in
the course of performing the duties of the positian. The core requiren'tents were
developed with pre-determined performance expectations and targets that form the
basis upon which to measure an employee?s performance,

You and your evaluatar should review the list of pre-determined measurable care
requirements fgt-y"g-ur-f-anS:tienaa-d- pesltian" and select those that will be used to
track your perfarmance for the year. Within the Performance Evaluatian System
(PES), you will select these core requirements front a drop-down menu. (Note: With
the appraval of their evaluators, field EAS employees in Function 2 are permitted to
select fram the core rcquirements listed for Function 4. Likewise, employees in
Function 4 are permitted to se,ect core requirements from Function 2,)

FY 2006 Manage Profi le, End-of-Posit ion Process FAQ

1. I held a position for 8O days. Do I get any interim ratings for this position?

No. Only positions held for 9A consecutive calendar days or more a,'e eligible for
interim ratings.

Employees are required ta set objectives far all PFP pasitions they hold, though,
regardless of the length of time each position will be held. This ensures that an
employee and his evaluator have come to an understanding with regard to what

Page 4 of 6
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2.

goals the employee should be working toward and how his achievements will be
measured.

A series of scenarios abaut when employees do and do not receive interim ratings is
included in "Interim and End-of-Year Ratings: Guidelines for Determining Who
Provides These Reviews. "

I?m an HQ EAS employee who is detailed to a field position for 195 days
during the evaluation period. Why don?t I get an interim numeric rating for
the time I spend in the field?

For Ff 2005, HQ employees (both EAS and PCES) are nat eligible for interim
narrative performance reviews and/or interim numeric ratings. If they hold a
position for 90 to 275 days and then move inta another PFP position, though' they
can receive an overall comment from the evaluator of that position' This is an
optional field that the eva'uatar can complete and that can be viewed by the
em p loyeeTs n ew eva I uato r,

I was in my permanent position for the first 1O days of the year. then I
went on detail for 120 days. I have now returned to my original permanent
position. Why do I have a new position record in PES?

At any given time, emplayees can only have one active ?et of obiectives in the
system. When you took on your detail assignment, the objectives for your
permanent position were inactivated. Those objectives cannot be reactivated, If you
have returned to your original permanent position and have determined?with your
evaluator?s input?that you will maintain the same objectives you started the Year
with, you will need ta re-enter those objectives into the system as yaur new
objectives, They will then be recorded as the active set of obiectives that You are
working toward.

Do I get any credit for my interim narrative performance review? How
about any interim numeric ratings I receive? How do they impact my
overall performance rating?

Interim narrative performance reviews are recorded in PES. The evaluator whO
conducts yOur end-of-year review can view that informatian and can cansider it
when determining yaur overall performance rating'

Interim numeric ratings are alsa recorded in PES. They are combined with your NPA
score (if applicable) for that position. That interim numeric rating is then pra-rated
(based on the length of time yau the held the positian) and cambined with your
end-of-year rating to calcttlate your overall perfarmance rating.

2OO5 Mid-Year Accomplishments/Review FAQ

I just took on a new permanent position in the middle of March. Do I need
to record mid-year accomplishments for this position?

Yes. You must enter obiectives for all PFP positiotls you hold during the year-
regardless of the length of time You will ltold them. The positian yau are in as of
March 31 - regardless of how long you have been in that position - is the position for
wltich the system will capture your mid-year accomplishments.

I 'm trying to enter my mid-year accomplishments and I keep getting
messages about my profi le. What is going on? What do I need to do?

The system has received informatian that your PFP position might have changed'
and you are being prompted to review this new infarmation and indicate whether
you have in fact taken on a new PFP position. This is all part of the system?s new ?
change management? feature set,

Please see the quick-start guides and guidelines regarding managing your profile if
yau are seeing such a prompt. You will not be permitted to complete yaur mid-year
actions until you have responded to these screens and taken anY required actians
they direct you through.

I'm an evaluator with employees located in many different areas. Do I need

3 .
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to conduct each of their mid-year reviews in person?

In-person discussions are highly encouraged, but are nat a required part af the mid-
year process. If time constraints or distance make in-person reviews unfeasible,
evaluatars are permitted to schedule one-on-one telephone discussions during which
mid-year information is reviewed.
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The Performance Evaluation System (PES) automates objective-setting, accomplishments, evaluations, and ratings for
participants in Pay-for-Performance (PFP).

U tr, FY 2005, all PFP participants will record their end-of-year accomplishments in PES. Evaluators will then use the
system to record their comments on those accomplishments and the dates on which they discuss end-of-year progress
with employees.

Frps cn $ffntfng Your,AccCIntpffsfiansrlf$

It is helpful to draft and save your accomplishments in a Word document (rather than entering the11 directly into the
systemi because you only have a limited amount of time-one hour-to enter information into PES before the system will
time out.

your end-of-year accomplishments should detail the progress you have made toward meeting the performance targets
that you and your evaluator set at the beginning of the rating period.

. For each objective, describe how far you have progressed toward meeting that target.

. Cite specific, measurable examples of your achievements,

. Use concrete data and results, and reference reports including this data when appropriate.

Sefore You Segfn

Before you begin entering accomplishments into PES, these actions must be completed:
. You entered your objectives into PES and your evaluator approved them.
o You wrote your accomplishments in a Word document.

I Before you attempt to access PES, you should have your login information on hand.
lt . EhS emptoyees: Log in with your Employee ldentification Number (ElD) and Postal PlN. Your EID is the unique,

8-digit number printedon your earnings statement, and your Postal PIN is the same PIN you use for PostalEase.
. PCES emptoyees: Log in with either your EID and Postal PIN or your ACE logon and password.

Note: An emptoyee who was promoted to a PCESlevel position after the start of FY 2004 must log into PES ustng his or
her EID and Postal PIN.

Ae*ess ffle '$ysfeff?

You can access PES in either of two ways:
. type http://performance.usps.gov into your web browser's URL line

-o r -
. click Pay for Performance on the USPS "Blue" intranet page, and then click the link for PES.

Once at the logon screen, log in with either your EIN and Postal PIN or your ACE logon and password.

Enter Endof-Year Accomplishments Quick-Start Guide for Employees
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After logging in, the fiscal year selection screen displays.

, i$tffi|
i $u${r fiRIEU

lr--
1t
iil

, . . . . ,  |  - .  - r ,  , r x . r  -  . d .  . . -  - ! q . q . ! i  . r  l l f

}'l$ilt-flF 4q s$ tfrB$WFS w-+t{$4lnn:iJnsse 
I
I

glBaes,ggisctth€ fi$8qt, yefr'qf Sn qtl*itii,'et iaou'trleh tp ncsdbs' 
I

I
tr.P6bi' Fiscrl Year 2004 Firc:il Yrai C005 

I
I
I

Bss&h tro$

1. Click Fiscal Year 2005. The main screen for FY 2005 will display.

On the main screen for Fy 2005, place your mouse over End-of-Year Process until the end-of-year menu

appears.
iti'* fnter and submit end-of-year accomplishments in this menu.

2.

3.

enter Endof-Year Accomplishments Quick'Start Guide for Employees
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After clicking Enter and submit end-of-year accomplishments, the objectives that you set earlier in the year are
displayed.

1. Open the Word document in which you have drafted and saved your end-of-year-accomplishments. Use the
"iop/ function to make a copy of the accomplishment information you have drafted for yourfirst objective.

2. In the web browser you are using for PES, use the "Paste" function to paste that information into the End'of'Year
Accomplishments field for your flrst objective.

3. Repeat Steps 1 and 2 for each accomplishment that you must enter.

4. At the bottom of the screen, do one of the following:
r lf you need to return later to finish enterinq vour accomplishments, click Save and Finish Later. (Also, be

sure to ctiO< nit button before you have been logged into the system for more than one hour. Otherwise, the
system will time out and you will lose any information that has not previously been saved')

o lf vou have entered all vour accomolishments and are readv for vour evaluator to review them, click Submit
io Evaluatorlgxecutive or VP. After this point, your accomplishments will be available to you in read-only
format.
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After you have submitted your accomplishments to your evaluator, the following confirmation message will display.

5. Do one of the following:
r lf you would like to view your accomplishments in read-only format, click the link in the middle of the page.
. lf you would like to view other information for the current fiscal year, click Home'
. lf you would like to view another fiscal year's information, click Change Fiscal Year.
o lf you would like to exit the system, click Log Out.

Respcn d if Your Accclrnpfrsfims$fs .Are Refurned

After you submit your end-of-year accomplishments for your evaluator's review, he or she then logs into PES and reviews
the information.

o lf he or she apDroves vour accomplishments, no additional action is necessary on your part.
r lf he or she reluins vour accomolishments for additional work, you will receive email notification that they must be

revised. Vou nrust re-enier the "Enter End-of-Year Accomplishments" screen in PES and revise your
accomplishments. Your evaluator's guidance about what revisions must be made will be displayed in the Overall
Comments field at the bottom of this screen.

Fsr,& ddffroma f fn f*ffr?a fron

r The most up-to-date version of PES help - including any updates to this quick-start guide - is available on the
Pay-for-Performance (PFP) website: http://blue.usps.qov/hrisp/ser/pfpiwelcome.htm

. General information regarding the Pay-for-Performance program is also available on the PFP website.

r Direct specific questions regarding PES and the PFP program to your district PFP coordinator' These
coordinators are listed on the PFP website.

Lot&rl fisD{&Hdcj{Ydil i

Your accsmpll-*tqiSEF hffi l8eh gulcFdftitij iuhm#ed tc.:tll3flNl} lillLlEfl
l{yoq wlltt li{s lr 44uil! tr t*#, 8tqun9li$flmerirs t*t:li:l*ra

(tsrorlt I QlttjKpr*lre*vear I

Enter Endof-Year Accomplishmeinfs Quick-Sfail Guide for Employees



ffiw#wtrffi$&ffi s@ ffiww$s*m ff'#*m Systrem

ffiwwffiww ffiroS*ffi$-Wwffiffi
&w&ffiffi?ffiffi$wffimffiffi*ffi

*&&S*

Wm&wr ffim#*ffi$-Wwffiffi
ffi&wwffiffiffiffiwm ffim&w

ffiax&ruk-S&mr* ffi w$Se $ww ffiwm*nxm€wrw

Wwrs$sm &, SwSSsmMr&W$

ffi.w



Mefs*rate fs SffS

The performance Evaluation System (PES) automates objective-setting, accomplishments, evaluations, and ratings for
participants in Pay-for-Performance (PFP).

ln Fy 2005, all pFp participants will record their end-of-year accomplishments in PES. lf you are evaluating the
performance of an employee, you will use PES to review an employee's accomplishments, comment on them, and record

ihe date on which you meet with the employee to discuss his or her accomplishments.

Sefinre Yo* Segrn

Before you begin, these actions must be completed:
. Any employee you evaluate will enter his or her accomplishments into PES.
. He or she will submit them to you for review.

Before you attempt to access PES, have your login information on hand.
. EhS emptoyees: Log in with yourEmptoyee ldentification Number (ElD) and USPS PlN. Your EID is the unique,

g-digit number printed-on your earningi stitement, and your USPS PIN is the same PIN you use for PostalEase.
. pCES employees: Log in with either your EID and USPS PIN or your ACE logon and password.

Note: An employee who was promoted to a PCESlevel position after the start of FY 2OA4 must log into PES using his or

her EID and USPS PlN.

Access ffie Sysfern

You can access PES in either of two ways:
. type http:l/performance.usps.gov into your web browser's URL line

-o r -
r click on Pay for Performance on the main page of Blue, then click on the link for PES'

At the logon screen, do the following:
. eAS employees: Log in w1h your EID and USPS PlN. Your EID is the unique, 8-digit number printed on your

earnings-statement, and your USPS PIN is the same PIN you use for PostalEase.
. pCESlmployees: Log in with either your EID and USPS PIN or your ACE logon and password to access PES.

Aeview ena-ot-Year Accomplishments and Enter Endof-Year Discussion Dafes Quick-Staft Guide
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After logging in, the fiscal year selection screen displays'
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1. Click FiscalYear 2005. The main screen for FY 2005 will display.

Z. On the main screen for FY 2005, place your cursor over End-of'Year Process until the end-of-year menu

appears.
3. Glick Review End-of.Year Accomptishments and Enter Discussion Dates in this menu'

Note: clicking the red view pending Actions link opens another browser window that summarizes all of the actions that

are pending your review, such as pro-file cnanges thai must be reviewed, objectives that must be reviewed, and mid-year

reviews that must be conducted, etc.
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4. Choose the type of employees for which you would like to perform end-of-year evaluations'

o Click perform gnd-of-year Executive Reviews to review your PCES direct reports.

o Click perform End-of-Year EAS Reviews to review your EAS direct reports'
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After choosing the group of employees for which you would like to conduct end-of-year evaluations, the summary screen

for that group disPlaYs.
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1 .

2.

The screen displays:
r A dashboard summary: The grid at the top of the page highlights how many end-of-year actions are pending

your review. lt also ni,'gnlignti how many bf tnese'aCtionJyou have completed. Clicking one of these View

iteport links will display a detailed list of employees in the selected group'
o A list of all direct reports you must evaluate, including employees' names, each employee's end-of-year

status, and fields in which you record the outcome of your discussion with each employee

emptoyeei who submitted theii end-of-year accomplishm-ents will have Perform Accomplishments Review

buttons next to their names. Click this button for an employee for whom you would like to begin the review

fro."rr. (Remembel irproyu". will not have this button until they enter their accomplishments and submit

them to you for review.)

nter End-of-Year Discussion Dates Qurbk-Sfaft Guide
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For any employee for whom you conduct an end-of-year review, begin the end-of-year process by viewing an employee's

end-of-year accom Plishments.

1. Review the End-of-year Accomplishments information that the employee has entered for the first objective'

2. Scroll down and view each of the accomplishments he or she has entered for each other objective'
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lf the employee does not need to make updates to his or her accomplishments, do one of the following at the
bottom of the page:
. lf you do no! need to record comments of your own at this time, click Save and Finish Later.
. lf you wish to enter preliminary comments regarding an employee's accomplishments, enter this information

inihe Evaluator End-of-YeaiOverall Gomments field that corresponds to that accomplishment. Then click
Save and Finish Later.

lf the employee does need to make updates to his or her accomplishments, describe the revisions you would like
the emplbyee to rnake in the Evatuator End-of.Year Overall Comments field. Click Return Accomplishments.
(The system will notify the employee to re-enter PES and update the accomplishments. After making updates, he
or she will re-submit the accomplishments to you for review')
When the employee has submiited accomplishments that require no additionalwork, schedule a time to hold an
end-of-year perform ance evaluation d iscussion.

4.

5.

Review End-of-Year Accomplishments and Enter End-of-Year Discussion Dates Quick-Start Guide



After holding an end-of-year performance evaluation discussion with a PCES employee, you must re-enter PES and

access the employee's record again.
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1. lf you would like to enter comments regarding an individual accomplishment, enter them in the End'of-Year

Evaluator comments field that correspondjto that accomplishment. (scroll down to view each accomplishment

and enter your comments for those as well.)
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(optional) At the bottom of the screen, supply Evaluator End-of-Year overall comments on the employee's

progress toward meeting his or her objectives.
Do one of the following:
. lf you need to return later to finish your work, click Save and Finish Later'
. lf you need to ask the employee to make revisions to the information entered, click Return

Accomplishments to have ihe system send the employee a notice that additionalwork is required. (You

must provide comments in the Evaluator End-of-Year bverall comments field if you are returning his or her

accomplishments.)
r lf the employee does not need to complete additional work and you have entered all of your comments, click

Save Gompleted Online Review.
Based on the action you took above, do one of the following:
o lf you clicked save and Finish Later, you can return to finish updating the employee's record at a later time.

. tf you clicked Return Accomplishments, he or she will be prompted to re-enter PES, view your comments,

and revise their accomplishments accordingly. when they have re-submitted them to you for review, repeat

the steps in this section.
o lf you clicked Save Completed Online Review, complete the end-of-year review process by following the

initructions in the "Enter End-of-Year Discussion Date" section of this document.

2.

3.

4.

aeriew miot-year Accompl'tshrnentsiiiA enter ena-of-YearDiscussion Dates Quick-Staft Guide
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Begin the process for entering an employee's end-of-year discussion date (or recording why a discussion was not held for
an employee) from the summary screen discussed earlier'
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lf you did hold a discussion with an employee, do the following:
1. Click the calendar icon next to ihe employee whose discussion date you would like to record.
2. ln the pop-up calendar that displays, click the date on which the discussion took place. The calendar will close

and that date will automatically be populated into the Discussion Date field.
3. lf you would like to record addjtional comments about the discussion, enter them in the Discussion Gomments

field.
4. Click Save. A pop-up message will confirm that the information has been saved.

lf you did not hold a discussion with an employee, instead do the following:
1. Make a selection from the Reason Foi No Discussion drop-down menu (LWOP-NoI Military, LWOP'Military,

or Other).
2. lf Other is selected, you must supply comments in the Discussion Gomments field.
3. Click Save. A pop-u-p message will confirm that the information has been saved.

After completing either of these actions for an employee, a green check mark will display next to his or her name' This

check mark indicates that you have completed the end-of-year accomplishments review and discussion date for this

employee.

ory prior to entering a discussion date or reason for no discussion for an employee, a Re'enter End'of'Year Review

button will display next to each employee for whom you have entered and saved a completed online.review.
Clicking Re-eirtei. End-of-year Review resets the slatus of that employee's review. .You are then able to update

the comments you entered on the employee's record. You must enter the employee's record, make any updates'
and then save the online review again.
lf you go so far as to enter a discussion date for an employee, but then realize that you must update comments
you en-tered and saved earlier, you must first click the Clear button next to the Discussion Date field. This will

delete the discussion date. Then, continue with the instructions under the previous bullet for continuing to open

the employee's record back up for editing'

Aeview gna-of-Year Accomplishments and Enter End-of-Year Discussion Dates Qurbk-Sfart Gutde
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Nofe; Ihis is an optional step in which higher-tevet evaluators can comment on the pertormance of employees'

|g;n, system onty permits employees to view the comments of evaluators who are one level above them.
U. An employee witt not be abte to view comments provided by a higher-level evaluator.

o An employee's evaluator will. though, be able to view higher-level evaluator comments when he or she accesses fhe
employee's record.

Evaluators who are permitted to carry out this higher-level evaluator action have a separate section on their summary
screens: Higher Level Actions. Emfloyees listed in this section are employees for whom you can provide higher-level
comments.

1. Click the View Evaluation button next to one of these employee's names. (Note: You will not view this button or
be able to carry out this action until the employee's evaluator has entered and saved his or her review.)

you will be able to view any comments provided by the employee's first-level evaluator in the End'of'Year
Comments sections of the screen.
At the bottom of the screen, you will be able to enter any comments you have in the End-of'Year Higher Level
Gomment field.
Click Save Comment to save the information to the employee's record.

1 .

2.

3.

Review Endof-Year Accomplishments and Enter End-of-Year Dtlscussion Dales Quick-Start Guide
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o General information regarding the Pay-for-Performance program is available on the Pay-for-Performance website:
http ://bl ue. usps.qov/hrisp/ser/ofp/welcome.htm

o The most up-to-date version of PES help - including any updates to this quick-start guide - is available through
that site.

r Direct specific questions regarding PES and the PFP program to your local PFP coordinator. These coordinators
are listed on the "Coordinators" page on the PFP website.

Review End-of-Year Accomplishments and Enter Endof-Year Discussion Dates Quick-Slay'. Guide
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This quide is intended for evaluators responsible for conducting employees'end-of-year performance evaluation

Gl,t::':n':ffiru,t'"lu::l;::irm:nn:"['i3n "'
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her a rating.)

Evaluators use the performance Evaluation System (PES) to assign core requirements ratings to employees' An

employee's rating cannot be entered until:
r the employee has received any interim ratings that he or she is eligible for (EAS only)

otheemp|oyeehasrecordedend-of-yearaccomplishments
o lou have conducted an end-of-year performance evaluation discussion with the employee

. you have recorded the date of that discussion in PES, and
r NPA scores have been loaded into PES.

The end-of-year rating process involves two phases:
r Phase t: Eniei and Submit Recommended Core Requirements Ratings
. Phase 2: Conduct Higher-Level Rating Reviews

This guide describes only lhe actions you must take to complete Phase 1. Phases 2 will be outlined in a separate guide'

Svervrew sf Fflase f Acfrons

During phase 1, evaluators must enter and submit "recommended" core requirements ratings for each direct report for

which they are responsible for providing 
"n "no-or-y"ar 

rating. Ratings are iermed "recommended" at this point in the

process because they may und"rgo ad-ditional levels of review during Phase 2 of the rating process'

ln specific situations, evaluators can exclude an employee from the rating process or assign no rating to an employee'

These situations are outlined later in this guide'

Sefsre Y*u Segrn

Before you attempt to access PES, have your login information on hand.
r EAS emptoyees: Log in with yourEmpnlee ldentification Number (ElD) and USPS PlN. Your EID is the unique,

g-digit number printed on your earnings statement, 1lq_ygu, USPS PIN is the same PtN you use for PostalEase'

. pGES emptoyees: Log in with eitheiyour EID and USPS PIN or your ACE logon and password'

Note: An employee who was promoted to a pcES-level position after the start of FY 2oo4 must log into PES using his or

her EID and USPS PlN.

ente* iulmit Recommended Core Requirements Ralings Quick'Staft Guide
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o
ou can access PES in either of two ways:

. type http://performance.usps.gov into your web browser's URL line - or -

. itict< on-pay for performance on the main page of Blue, then click on the link for Performance Evaluation

System.

At the logon screen, do the following:
. EAS employees: Log in with your EID and USPS PlN. Your EID is the unique, 8-digit number printed on your

earnings-statement, and your USPS PIN is the same PIN you use for PostalEase.
. pGESlmployees: Log in with either your EID and USPS PIN or your ACE logon and password to access PES.

Access fhe ffafrl ffsffrlg Screen

After logging into the system, access the main rating screen.
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1. Glick Fiscal Year 2005. The main menu for FY 2005 will display.

2.

3.

place your cursor over Rating Process, A pop-up menu listing-allemployee groups (HQ/HQ-Related

Execuiives, HQ/HQ-RetatedEAS, Field Executives, and/or Field EAS) willappear.
Click one of the options in this menu. The main rating screen for that qrouo of emplovees will display.

enter a Sunmn Recommenied Core Requiremenfs Raflngs Quick-Statt Guide
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The rnain rating screen for the group of employees chosen on the previous screen displays.
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information is displayed on these screens.
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o Employees for which you can begin the rating process have three buttons (Enter/Edit Rating, Exclude From Rating,

and No Rating) next to their names.
o Employees for which the end-of-year performance evaluation discussion process is not complete are noted with the

phrase ,,pending End-of-year Diicussion Date." Before you can enter ratings for these employees, you must

document the date you held their end-of-.yeaioiscussioni. lsee the Enter End-of-Year Accomplishments: Quick-Start

Guide for Emplovees for detail on this process.)
o Employees who are eligible for an interim numeric rating and for whom that rating has not yet been provided are

noted with the phrase *pending Interim Rating." Beforjyou can enter end-of-year ratings for th_ese-employees, their

interim evaluations must be cimpleted. (seitne Interim and End-of-Year Raiinqs: Guidelines for Determininq who

Frovides These Reviews for information on the interim rating process')

Note: lf an emptoyee for whom you are nof respons ible for assrgnrng an end-of-year rating is /isfed on this screen,

contact your PFP coordinafor for assistance.

E t", & Srbmft Reiommended Core Requirements Ratings Quick'Statt Guide
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lf you clicked the Enter/Edit Rating button next to an employee, the following employee detail screen will display'

lvote: rhe screens shown on the foilowingpa,gg: i1ustr!3 lne rating process for.Field EAs employees' lf you are rating

-uQlHQ-Related Executives, ttQ/HQ-Rei"i"iees, or Field Execitives, you will notice slight differences in how

information is displayed on these screens'

1. Use radio buttons to select recommended ratings for the employee.. (Th.e rating options-either a choice of 0' 6'

11, or 14-or- a cnoice of all numbers from t ti ts-wiil vary oisea on the type oi employee you are evaluating')

Enter comments in the Rating Comments field'
Do one of the following:

o click save and Finish Later to save the ratings and/or comments you [lye entered so that you can

return at a later time to finalize tnem. (you witi ne directed to re-enter PES and complete the rating

process in earlY November')
o Click Return to previous Screen to exit the screen without taking any action.

o click Galculate Rating to view the employee's overall rating after the core requirements ratings are

combinedwithanyapplicauteNPAscoresandinterimratings.

2.
3.
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lf you have clicked on the calculate Rating button, you will see how the employee's overall performance rating will be

calculated.
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2.

The screen displays how the employee's overall performanc".l3fing will be calculated. with the recommended core

requirements ratings vo, ii""" "nteied 
(and considering any NPA scores and/or interim ratings that the employee

has received).
Do one of the following:
o lf you would like tJ return to the previous page and update the ratings you have entered, click Recalculate

Recommended Rating'
e lf you would like to saue the information as entered, click Save Recommended Rating'

enter a suomn R"commended core Requirements Rafings Quick'starl Guide



lf you clicked the Exclude From Rating button next to an employee on the main rating screen, the following page will

_ displaY.

a,you can exclude an employee from receiving a rating when. documented action is pending or has been taken for conduct

clearly unacceptable to the organization. i;r 
" 

furth.-er explanation of when you can exclude an employee from PFP,

refer io the Administrative Rules on the PFP website'

ffxsfsxds Fr*mt Rafsngr

lf you are excluding an employee from the rating process, you must provide comments in the Reason Excluded

from Rating field.
When finished, do one of the following:

o Click Exclude From Rating to save your comments and recommend that the employee be excluded from

the rating process. A pop-up r".r"g" will ask you to confirm this action and remind you that you must

forward documentation that supports-your decision on to the employee's nexthigher level evaluator. (He

or she will be required tp approve thisaction in Phase 2 of the rating process')

r Click Save and Finish Later to save the comments you have entered so that you can return at a later

time to finalize them'
r Click Return to previous Screen to exit the screen without taking any action.
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lf you clicked the No Rating button next to an emptoyee on the main rating screen, the following page will display.

lUnder certain conditions, it may not be possible for you to derive an overall performance rating for an employee's

Jp"tsonalcontributions. ln these cases, no rating is assigned to an employee.

This situation applies to employees occupying an eligible position for fewer than 90 consecutive calendar days during the

evaluation peri6d and employees who arL-in i paid leave and/or leave without pay (LWOP) status.for the entire evaluation

period (exiept for Military'LWOp). For a further explanation of when you can give an employee a "no rating," refer to the

Administrative Rules on the PFP website

lf you are assigning no rating to an employee, you must provide comments in the Rating Comments field.

When finished, do one of the following:
r Click No Rating to save your comments and recommend that the employee receive no rating. A pop-up

message will aJk you to confirm this action and remind you that you must forward documentation that

supports you deciiion on to the employee's next higher level evaluator. (He or she will be required to

approve this action in Phase 2 of the rating process.)
o Click Save and Finish Later to save the comments you have entered so that you can return at a later

time to finalize them.
o Click Return to Previous Screen to exit the screen without taking any action.
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Before submitting the recommended core requirements ratings you have entered and calculated, you must ensure that

conect hiqher-level evaluators are indicated for each of your direct reports.
,-,

Utigner-level evaluators are responsible for reviewing any "extreme" (non-contributor, exceptional contributor, exclude from

rating, no rating, etc.) ratings recommended for employees. This is done as part of Phase 2 of the rating process.
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Review the Higher-Level Approval Pefformed By column.
lf the higher-le-vel evaluator displayed for an employee is incorrect, click Change next to that evaluator's name.

search screen will disPlaY.
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Enter criteria in the Last NamEi First Name, Area, District, andior HQ/HQ Related fields, and click Search.
A list of employees matching the criteria entered will display. Select the individual who is responsible for
performing the higherJevel review for the employee.

1 .
2.

3.
4.
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After calculating/saving employees, recommended core requirements ratings and reviewing employees' higher-level

evaluator setections, yi, 
"i"lnr" 

to suomit the recommended ratings you have entered'

^
*member: rf you are rating fierd employees, the ereql sublit Recommended Ratings button appears as soon as you

have saved a recommended rating for any emproyee.. tf yo, 
"rr 

r"iing HQ emproyees, tne button does not appear until

you naue completed all required actions that you must take'
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1. Click the select check box for each employee.whose.rating you.would like.to submit'

z. click the sunriiil"ommended natirigj uufton at the j.oR of the main.rating screen'

3. A warning message disprays, ,"rinoing'-you inat atter rati"'F;"- submitted, lou will not be permitted to change

them. click oK in this message uo* io"Rilii.e the submission of the ratings you have selected'

Note: Evaluators of field employees are permifted to submit one or more ratings at a time' IJse check boxes to indicate

which rating, you *oin fike'to 6ubmit. E uiiiiii if He-retatea eiptoyees cinnot submit ratings until all required

actions naie been taken for all of their employees'
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phase 2 allows evaluators to conduct any higher-level rating reviews they must perform.

-.lf you are required to perform higher-level reviews, refer to the Phase 2 quick-start quide on the PFP website.

v

S*r A ddf froma f f mf*rm?a frsn

The most up-to-date version of PES help - including any updates to this quick-start guide - is available on the
pay-for-Performance (PFP) website: http://blue.usps.oov/hrisn/ser/ofp/welcome.htm

General information regarding the Pay-for-Performance program is also available on the PFP website.

Direct specific questions regarding PES and the PFP program to your PFP coordinator. These coordinators are
listed on the PFP website.

Enter & suomit Recommended core Requiremenfs Ratings Quick-staft Guide 1 1
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This guide is intended for evaluators responsible for conducting employees' end-of-ye_ar performance evaluation
discuisions and assigning them end-of-year ratings. (See'End-of-Position Ratinqs: Guidelines for Determininq Who
provides These Reviews'i for guidelines on who should perform an employee's end-of-year evaluation and assign him or
her a rating.)

Evaluators use the Performance Evaluation System (PES) to assign core requirements ratings to employees' An
employee's rating cannot be entered until:

r the employee has received any interim ratings that he or she is eligible for (EAS only)
o the employee has recorded end-of-year accomplishments
o the evaluator has conducted an end-of-year performance evaluation discussion with the employee
. the evaluator has recorded the date of that discussion in PES, and
o NPA scores have been loaded into PES.

The end-of-year rating process involves two phases:
o Phase 1: Enter and Submit Recommended core Requirements Ratings
o Phase 2: Conduct Higher-Level Rating Reviews

This guide describes only the actions you must take to complete Phase 2. Phases 1 will be outlined in a separate guide'

Otrervrew of Pfiase 3 Scfrons

During Phase 2, higher-level evaluators use PES to review, approve (if necessary), and change (if necessary) the
recommended ratings that employees' evaluators assigned earlier in the rating process.

Remember: During phase 1, you were submitting recommended core requirements ratings for your direct reports. Your
direct reports were listed in the top section on your main rating Screen.

U Ouring phase Z,you are now performing higher-level rating reviews for employees who were rated by another evaluator.
Thesdemployeei are listed in the lowei section on your main rating screen. (An employee will not appear in this lower
section uniil his/her evaluator submits a recommended rating for higher-level review.)

Sefsre Yoei 8egrn

Before you attempt to access PES, have your login information on hand.
r EAS employees: Log in with your Employee ldentification Number (ElD) and USPS PlN. Your EID is the unique,

g-digit number printed on your earnings statement, and your USPS PIN is the same PIN you use for PostalEase.
. PGES employees: Log in with either your EID and USPS PIN or your ACE logon and password.

Note: An employee who was promoted to a PCES-level position afterthe start of FY 2004 must log into PES usrng his or
her EID and USPS P/N.

Conduct Higher-Level Rating Reviews Quick-Start Guide
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At the logon screen, do the following:
. eAS emptoyees: Log in with your EID and USPS PlN. Your EID is the unique, 8-digit number printed on your

earnings-statement, and your USPS PIN is the same PIN you use for PostalEase.
. pcESlmployees: Log in with either your EID and USPS PIN or your ACE logon and password to access PES.

Access ffle iMel$ Sa#glg $creen

You can access PES in either of two ways:
. type http://performance.usps.gov into your web browser's URL line - or -

. itict< on-eay for performance on the main page of Btue, then click on the link for Performance Evaluation
System.

After logging into the system, access the main rating screen.
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Click FiscalYear 2005. The main menu for FY 2005 willdisplay'

2.

3.

place your cursor over Rating Process. A pop-up menu listing.all employee_ groups (HOHQ'Related

Execuiives, HOHQ-Related EAS, Field Executives, and/or Field EAS) will appear.
Click one of the options in this menu. The main rating screen for that qroup of emplovees will display.
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The main rating screen for the group of employees chosen on the previous screen displays'

Oot", The screen you view in pES wiil differ based on whether you are rating a.fietd employee or-an HQ employee. This
-"Jiinn'iirrnirt io* the screen witt disptay depending on whattype of employee you are rating.

Screen for evaluators of field emolovees
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During phase z, youare concerned with the lower section on this screen. This lower section will list any employees for

whichlou must r-eview and/or approve recommended ratings'

an as-needed basis.

Jspecial note for evatuators of field executives: Evaluators of field executives will see a view organizational
- structure button on this screen. clicking ihe button changes the screen to display not just tho.se employees for whom

you are required to take action, uut arso"tnose employeeifor whom you are permitted to review and change ratings on
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Screen for evaluators of HQ emplovees
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lf you are reviewing ratings for He/HQ-Related EAS or HQ/HQ-Related Executives, you will notice two major differences

on this screen:
1. The screen will include functional score information.

. The Functional Score is the target of your functional vice president's unit. lt cannot be changed'

. The Running Functional Average is the average of all core requirements ratings you have assigned to your

direct reports-. As you enter and edit recommended core requirements ratings for these employees, this
number is updated.

2. The screen will also include a View Organizational Structure button. Clicking the button refreshes the screen
and displays the information as shown on the next page.
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Screen for evaluators of HQ emplovees. cont'd.

This is the screen that displays after clicking the View Organizational Structure button.
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In this view, you are able to see not only the employees you are required to take action on, but also:
1. empioyees for whom you are permitted to viedchange ratings as needed, and
2. employees under which there are additional employees that you are required to take actions on.

lf you click on one of the employees that it is indicated that you have required actions pending under (these are indicated
*ith an'Action required in this group" message), the screen will refresh again and display information as shown on the
next page.
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Screen for evaluators of HQ emplovees. cont'd.
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This is the screen that displays after clicking on one of the employees for which it is indicated that you have required

actions pending under. The screen expands to show that individual's direct reports'

1. lf one of these employees has an Approve or change Rating button next to his/her name, you must take action

on that employee' 
.^a a Frranaa parinn hr rftnn ncyt fn his/her 

'tted 
to take

2. lf one of thbse employees instead has a Ghange Rating button next to his/her name, you are permi

action on him/her.

The following sections of this document illustrate an example of a required rating review and an optional rating review'
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The screen below illustrates the rating summary that would display for an employee who has received an "extreme" rating

of ,exceptional.' (This is the screen that displays if you click one of the Approve or Change Rating button on your main
lrrating screen.) iou must either approve or change each "extreme" rating that is pending your review.

v !!!!!!!!:!:!::::::::::::::::::::::::::::: ! ,,, , i ; :::::! i  ,

1. Review the information displayed on the screen. In particular, review the comments provided by the employee's

evaluator.
Determine whether the rating should be approved as it has been submitted or whether it must be changed.

lf the rating should be approied as submiited, click Approve Rating. This completes the review for this

employee.
f tde rating should be changed, click Ghange Rating. The screen will refresh and display as follows'

s. Below the rating provided by the employee's first level evaluator, use a button to indicate the new rating that you

2.
3.

4.

6.

7 .

would like to assign to the employee.
you must then pr6vide commenti in the Additional Gomments field. (Your comments will override the

information thai tne employee's other evaluator had already provided.)
Click Calculate Rating'to ii"* how the employee's overali performance rating wouldte calculated based on this

new core requirementJ rating. (On that calculition screen, you will click either Save Rating to save the

information and complete acilon on this employee, or click Recalculate Rating to return to this screen and

.-. choose a new rating.)

V Not"; tf you change an employee's rating for any reason, PEs wilt send an e-mailto that employee's first'level evaluator

that notifies himher that a change has taken place.
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A higher-level evaluator may need to change a rating (or ratings) at this point in the process. Begin this process by
clicking Ghange Rating next to an employee'S name on the main rating Screen.

The recommended ratings that the employees' evaluator assigned are displayed above your options' Review the

information that has been provided.
lf you would like to change any of the recommended ratings, use radio buttons to select different numeric ratings.
lf you change any of the ratinjs on this page, you must describe your reasons for.doing so in the Rating .
C6mmentjfield. (your comments will override the information that the employee's other evaluator had already
provided.)
Do one of the following:
. lf you have made I change and want to move forward with saving it, click Calculate Rating. (On that

calculation screen, you witl click either Save Rating to save the information and complete action on this
employee, or click Recalculate Rating to return to this screen and choose a new rating.)

o lf you would like to exit the screen without making or saving any changes, click Return to Previous Screen.

Note: tf you change an employee's rating for any reason, PES wilt send an e-mailto that employee's first-level evaluator

that notifies him/her that a change has taken place.

Fcr S ddf frona{ frrfelrma ffsr}

. The most up-to-date version of PES help - including any updates to this quick-start guide - is available on the
pay-for-Performance (PFP) website: http://blue.usps.qov/hriso/ser/pfp/welcome.htm

. General information regarding the Pay-for-Performance program is also available on the PFP website.

o Direct specific questions regarding PES and the PFP program to your PFP coordinator.

1 .

2.
3.

4.
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Ratings:
How 5o Evaluators Review Ratings?

. , :

v
Fy 2005 ratings have been finalized and you are now permitted to discuss these ratings with your direct reports'

Begin by accessing the Fy 200s end-or-G"r rating scieens within the Performance Evaluation system (PES)'

1. Log in to PES.
2. to acclss fn" ry 2005 rating screens, click the.link for FY 2005.

3. Mouse over Rating procesJ A r"ni listing print options.for all employee groups will appear'

4. Clict one of the pr'int End-of-Year Report fgt :.- options in this menu'

5. From the screen that displays' do one-of the following: -
. To view an individuat 

"titprov"l'r 
finalized ratinglclick the view.Rating button next to. his/her name'

. To print a report ot alt yorlrtiiect reports' nnaiit"eo ratings, click the Print EoY Reports for All Direct

Reports button at the bottom of the screen'

Next, schedule a one-on-one meeting with each ol y,?'l direct reports' These should be two-way conversations

during which you review now 
"ctrai 

ierroimance is tied to finalized overall performance ratings'

lf an employee has questions regarding how his/her rating was calculated, review the employee's Detailed

calculation screen. (Access tnat scieJn in pEs by clicxiig th! vi"* Rating Galculation button at ihe bottom of '

the employee,s individual page.) Tne remainder oi this dolument provides guidance on how to interpret and review

an employee's Detailed Calculation Screen'

How To Review an Employee's Detailed calculation screen

The Detailed calculation screen illustrates how the employee's overall performance rating was calculated'

The top left of the screen shows the end-of'year-rating. calculation'

The top right of tne screen inb'*, tn" inteririiiting cilculation (for eligible employees only)'

fne ndttoir left of the screen shows the overall performance rating'

1.
2.
3.
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Evatuators: How to Review Finalized Ratings With EmPloYees, cont'd.

O How To Review an Employee's Detailed Calcutation Screen, cont'd.

An employee's end-of-year rating and interim rating are made up of:
. Core Requirements Rating Summary
. NpA composiie surrn.ri (only for Area EAS, Area Sales/Sales-HQ Field Unit, EAS Postmasters, Field

EAS, and Field Executives).

For example, a Field EAS employee's Core Requirements Rating Summary T9ltes-Yq 30% of his overall

performance rating. ni" NFn'cohposite summary makes up the remaining 7oo/o of his overall performance rating.

./ $"t:$$Hil",:liJ*:: ### "
-/

./

.,^ffi',^ ffi
NPAComPosite Summary is
70% of overall Performance rating

Field EAS employees-along with Area EAS, Area Sales/Sales-HQ Field Unit, and EAS Postmasters-receive

individual ratings for each of-tneir core requirements. Together, those individual ratings make up the employee's

Core Requirenients n"ti.gs"rmary. In ih" ca.e of a rieto EAS employee, three of his core requirements are

weighted at 8%, and one is weighted at6o/o.

u lndividual core requirements ratings

,*1r' 
'4tal 

30% of overall performance ratins

-^"ffi*)E
NPA Composite Summary totals 70% of
overall performance ratin g

For Area sales/sales-He Field unit, Area EAS, Field EAs, and EAS Postmasters, the Detailed calculation screen

shows this individual core requirements breakout at the beginning of the end-of-year rating calculation (and the

beginning of the interim rating calculation, if applicable)'

lmportant note about how pES handles the rounding of numbers: For display purposes, the numbers shown

on the Detailed calculation Screen are rounded to a maximum of 2 decimal places. PES' though, will use a

number,s additional i*ir"ipr.."s in order to calculate and determine an employee's overall performance rating'

For exampte, an employee's NpA Composite Rating Summary may be 5.9, and his/her Core Requirements Rating

Summary may be 3.sg6, which will be displayed g.5g. wnen 
-aooe-o 

together, these numbers willtotal9.493, which

witt Jisptly as g.+g on the screen. Remember, though, that the employee's overall performance rating is based on

the actual number-the g.4g3-which r:ounds to a whole number of 9 for the employee's overall performance

rating.

Evaiuators: How To Review Finalized Ratings With Employees



Evaluators: How to Review Finalized Ratings With Employees'

tr
H

O Calculations for Employees Without an Interim Rating

Note: The following screen is for illustration purposes only. The. appearance of the screen (including the number

of core requirement!, tne weignt assigned to'each rating, etc.) will vary based on the pay package of the employee

whose information you are viewing.

The top left section of the screen shows the end'of-year rating calculation
, The system multiplies each core requirement rating by the weight it is assigned' Those numbers are

added together and multiplied by the weight assignedto the employee's core requirements. This is the

em ployee's Core Requirem ents Rattlt 9- Sum mary'
. (For Area EAS, Area'Sales/Sales-HeField Unit;EAS Postmasters, Field EAS, and Field Executives)

The system caiculates the NpA Composite Summary by multiplying the employees' NPA score by the

weight it is assigned.
. Thjsystem aOOs ine NpA Composite Summary to the Core Requirements Rating Summary. This is

the Overall Numeric Rating for the individual's performance'
The bottom of the screen shows the overall performance rating.
. The overall performance Rating is displayed at the bottom of this section. (This is the employee's

Overall Numeric Rating rounded to a single digit')
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Evaluators: How to Review Finatized Ratings with Employees'

O Calculations for Employees With an lnterim Rating

Note: The following screen is for illustration purposes only. The. appearance of the screen (including the number

of core requirements, the weight assigned to!"Jn rating, 
"t..; 

*ilt vary based on the pay package of the employee

whose information you are viewing'

The top left section of the screen shows the end-of'year rating calculation

. The system muttiflies each core requirement rating by the weight it is assigned' Those numbers are

added together and multiplied by_the weight assigriedto the employee's core requirements' This is the

employeJ's Core Requiremgnts n?U - Summary'
. iioi ni"a EAS, Rrea'sales/sates-HQlield unit, EAS Postmasters, and Field EAS) The system

calculates the NpA 
-Composite 

Summary Uy muitiptying^the NPA score by the weight it is assigned'.

. The system adds the Npn Composite Slm'mary tb injCore Requirements Rating Summary' This is

the overall Numeric Rating for the individual's performance'

frreiopiight section of the icreen shows the interim rating calculation'

. The system murtiftls each core requirement rating by the weight it is assigned. Those numbers are

added together and multiptied by the *"ignt assigrieo to the employee's core requirements' This is the

employee's Core Requirements R?!!g Summary'
. (For Area EAS, nrea'Sales/Sales-HQiield Unit, EnS Postmasters, and Field EAS) The system

calculates the NPA Composite Summary Uy muitiptyinglhe NPA score by the weight it is assiqned'.

. The system aoos tne ueh corposite blm'mary tb injcore Requirements Rating summary. This is

theoveral lNumericRatingfortheindividua|'sperformance.
The bottom of the screen sn-ows the plg@ overatl performance rating'

. The system multiplies the overall ruumffiating for the end-of-year position by the percent of the

year the emptoyeL held the .position. lt does the same for the interim position'

. th" system'adis these numbers to get the employee's Numeric Rating'

. The overall perrorm-an'c" nriirg is olsptayeo ai tn'e oottom of this section. (This is the employee's

Numeric Rating rounded to a single digit')
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Ratings:
How Do Empl Review Rati

Fy 2OOS ratings have been finalized and you are now permitted to view these ratings via the Performance

Evaluation System (PES).

Begin this process by accessing the system:

1. Log in to PES.
2. Click the link for FY 2005.
3. Mouse over Reports. A menu listing report optionswill appear.
4. Click the Print Vour End-of-Year Rating option in this menu.
S. A new window *ill op"n, displaying your objectives, accomplishments, and overall performance

rating.
6. At the bottom of the window will be a detailed summary of how your overall performance rating

was calculated.

evaluators comments.

The bottom left is divided into two sections. The top section of the screen shows the end-of-year

rating calculation.

The bottom left of the scre€n shows the overall performance rating.

sh"Frrlxr, 4t. I ll f--1

lgl
The top portion of the screen displays the employee's objectives, accomplishments, and

2.

This screen illustrates how calculated.
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Employees: How to Review Your Finalized FY 2005 Ratings, cont'd.

Note: The following screen is for illustration purposes only. The appearance of this screen (including the
number of core requirements, the weight assigned to each rating, etc.) will vary based on your pay
package.

n
H

1. The top left section of the screen shows the end-of-year rating calculation.
. The system multiplies each core requirement rating by the weight it is assigned. Those

numbers are added together and multiplied by the weight assigned to your core
requirements. This is your Core Requirements Rating Summary.

. (For Area EAS, Area Sales/Sales-HQ Field Unit, EAS Postmasters, Field EAS, and Field
Lxecutives) The system calculates the NPA Composite Summary by multiplying your NPA
score by the weight it is assigned.

. The syitem aOOJtne NPA Cbmposite Summaryto the Core Requirements Rating Summary.
This is the overall numeric rating for your performance.

2. The bottom of the screen shows the overall performance rating.
. The overall performance rating is displayed at the bottom of this section. (This is your overall

numeric rating rounded to a single digit.)

lmportant note about how PES handles the rounding of numbers: For display purposes, the
numbers shown on the Detailed Calculation Screen are rounded to a maximum of 2 decimal places.
PES, though, will use a number's additional decimal places in order to calculate and determine an
employee's overall performance rating.

For example, an employee's NPA Composite Rating Summary may be 5.9, and his/her Core
Requirements Rating Summary may be 3.593, which will be displayed 3.59. When added together, these
numbers willtotal9.493, which willdisplay as 9.49 on the screen. Remember, though, that the
employee's overall performance rating is based on the actual number-the 9.493-which rounds to a
whole number of 9 for the employee's overall performance rating.
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Employees: How to Review Your Finalized FY 2005 Ratings, cont'd.

The overall performance rating displayed at the bottom of your rating screen translates to one of the four
adjective pay-for-performance ratings:

. Overall performance rating of 0 through 3 = Non-Gontributor
Definition: Performance relative to the basic expectations of the position requirements was
unsatisfactory, including poor quality results and failure to meet commitments. Individual lacks
vision or sense of core purpose of the organization'

r Overall performance rating of 4 through 9 = Contributor
Definition: Overall contribution to the business, both functionally and organizationally, met the
expectations of the position requirements. Individual possesses basic sense of core purpose of
the organization, sets goals, and acts accordingly.

o Overall performance rating of 10 through 12 = High Gontributor
Definition: Overall contribution to the business-both functionally and organizationally-met and
sometimes exceeded the expectations of the position requirements. Individual possesses overall
sense of the purpose of the organization and evaluates external factors when appropriate to set
goals and determine action Plans.

o Overall performance rating of 13 through 15 = Exceptional Contributor
Definition: Overall contribution to the business-both functionally and organizationally-exceeded
expectations of the position requirements. Individual possesses keen sense of the purpose of the
organization and develops creative and effective approaches to grow the business and increase
customer satisfaction.

At the beginning of the FY 2005 evaluation period, you defined contributor-level targets for your
performance. li you achieved that defined level of performance (meaning that you received an overall
performance rating of 4 through 9), you will receive a compensation increase ranging from 2'5o/o to 6.5%'
lf you attained higher levels of performance, you are eligible for an even larger increase.

Employees: How To Review Your Finalized FY 2005 Raflngs


